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“ « Exclusively yours: 


> J timesaving 


KEYBOARD CONTROL 
on the world's fastest electric 


For easier typing, all of the 
controls are located in the 
keyboard area on the Smith- 
Corona electric. You also get 
these other exclusives: 

Half Spacing ... easiest 
method of error control. 
Page Gage... eliminating 
the worry of end-of-page 
typing. 

See these and other Smith- 
Corona exclusives! Call your 
local Smith-Corona repre- 
sentative for ademonstration. 


ec) : 
MH best business 
connection you ever made 


SMITH-CORONA ELECTRIC 
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9600 » Diebold 


KEY TO LOW COST MOTORIZED MICROFILMING 
IS THIS HANDY, SIMPLE TO USE, FILM MAGAZINE! 

‘ . ; ‘ © ELIMINATES MANUAL TRANSCRIPTION! 
The exclusive film magazine, found only in the portable Seone , 

angted : ves time and labor by copying records 

FLOFILM 9600, offers flexibility of operation undreamed of to be forwarded (check registers, order 
in any microfilm camera! By changing film magazines, registers, etc. ) at high speed and with 
many types of records (payrolls, accounts receivables, 2° “hance of transcription error! 
ani. os) Gen he neoeeted at hetame Gas — ae © CUTS COST OF AUDITS, SURVEYS! 
of which results in lowest cost microfilming! 
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Easily carried to the documents saving 
valuable time and money! 


ONLY TRULY PORTABLE CAMERA! © ELIMINATES MILES OF FILES! 


Folds up and closes like a portable 3 i 
typewriter! Weighs approximately Microfilmed records save 99% of 


20 pounds. valuable floor space! 


© PLUS HUNDREDS OF TIME AND 
MONEY SAVING APPLICATIONS! 
For More Information Circle No. 216 


FREE FOR THE ASKING! 


Send for your copy of “An Introduction 
to Microfilm” showing how firms such 
as yours save money with microfilm! 


Fess eseees esse ee esse eee sees RS 
t 
: DIEBOLD, INC. Dept. 42 
Flofilm Division 
Norwalk, Conn. 


7 Please send copy of “AN INTRODUCTION TO 
le () MICROFILM" at no-obligation. 
by Name Title 


INCORPORATED Company 
Address. 











Flofilm Division e Norwalk, Conn. 
City Zone__ State__ 





Sales and Service Offices in All Principal Cities 





TREASURERS! HOW MANY OF THESE 
RISKS ARE YOU RUNNING? 


For 57 years The Todd Company 
has been studying the methods and 
results of check criminals—forgers, 
counterfeiters, check raisers, pay- 
roll padders and the rest. 

As a result of this continuing 
study we have learned many ways 
to prevent check crimes. It is often 
a shock to see that even in large, 
well-managed companies, some of 
the basic safeguards are lacking. 

To put these safeguards in tangi- 


ble form for those who are respon- 
sible for corporate bank accounts, 
The Todd Company has prepared a 
booklet outlining 44 ways to protect 
your company’s bank account. It is 
a descriptive check-list of the best 
modern methods we know of, to 
keep your company safe from 
embezzlement, forgery, check coun- 
terfeiting, payroll hold-ups, payroll 
padding, and dozens of other 
dangers. 





Point 5. Do you fail to rotate duties 
in disbursement department? 


Point 10. Do you neglect to have 
checks serially numbered by the 
supplier? 

Point 13. Do you leave unused blank 
checks where they can be taken by 





EXAMPLES: 


unauthorized persons? 

Point 24. Do executives, after sign- 
ing checks, fail to make sure that 
they are not handled again by the 
same person who prepared them? 
Such carelessness often leads to 
diversion of funds into criminal 
channels. 








For complete list of 44 ways to protect your company’s bank account, 
write for valuable booklet “Disbursement Methods—their use and mis- 
use.”” Write us today on your business letterhead. 


Todd 
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THE TODD COMPANY, INC. 


Subsidiary of BURROUGHS CORPORATION 
ROCHESTER 3, NEW YORK 
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D¥YPLIK ATor 


sensitized aluminum offset plates 


MICRO-SURFACED 
Now, after years of laboratory development 


. , . A 
and field-testing here’s the new, entirely new WY “4 
DupliKator Sensitized Offset Plate. 


NOT 


Gives every offset job the “professional” g GRAINED 


touch... prints heavier solids, cleaner, clearer 
halftones, sharp, accurate line work. 
Easier, faster to process... ready for the press in minutes. 
You can’t buy a better plate at even twice the price. 
Send coupon for literature 


or a demonstration. 





HARRIS 
SEVYBOLD 








COMPANY 





LITHOPLATE, INC. Dept. & 
278 North Arden Drive, El Monte, Calif 


{-] Please send literature on New DupliKator Plates 
() Arrange for a Free Demonstration 
NAME 
company 
address 


| ee cc ne oe 


your dealer's name. 


address 


city 











THE GIANT STEP FORWARD 


How a large 
manufacturer 
will process 
complete 
production 
schedules 
in 1 hour a day! 


trHE DATAmatic 1000 


Here’s why a manufacturer chose this 
new Electronic Data Processing System: 


The DATAmatic 1000 will compute 
and integrate production schedules and 
maintain inventory records for 100,000- 
unit weekly output (involving 8,000 basic 
types of devices and 15,000 part numbers) 

. compute payroll for 14,200 employees 

. . perform labor distribution accounting 

for 8,000 production workers. Complete 

production schedules will be processed in 
less than 1 hour a day! 


It’s this kind of performance that sells 
modern business — such as this manufac- 
turer, a leading bank, a hospital-medical 
service association — on the DATAmatic 
1000. They know that this is the system 
designed specifically for business. All ele- 


IN BUS 


SINESS DATA PROCESS 





ments of the DATAmatic 1000 — process- 
ing speeds, file capacity, reliability, ease 
of programming are perfectly com- 
bined for handling an almost limitless 
variety of large-scale operations. 


Your organization well find the 
DAT Amatic 1000 ideal for cutting the 
costs of office processing work . . 


may 


. and for 
providing management wiih accurate, up- 
to-the-minute reports on which to base daily 
decisions. Courses of instruction and pro- 
gramming are now available to help you de- 
termine its merits. If you are considering 
data 


you will want to investigate the 


any large-scale processing program, 
DAT A- 


matic 1000. Our applications engineers will 
be glad to discuss it with you in detail. 


DATAGNABIC > 


CORPORATION 


—_ 


151 Needham St. « Newton Highlands 61, Massachusetts 


For More Information Circle No. 231 











Have You Ever Taken a 


WORK Inventory? 


LESLIE H. MATTHIES 


Supervisor, Engineering Systems & Procedures, Northrop Aircratt, Inc., Hawthorne, Calif. 


General Chairman, 1957 International Systems Meeting, Los Angeles. 


p° YOU KNOW what the people in 
your company How 
many different new duties have been 
assigned to them in the last year? How 
many of these jobs do you consider im- 
portant? How many are activities that 
may under the 


but not necessary”? 


are doing? 


come category “nice, 
How much 
directly contributes to your company’s 
“big show’? 

Almost any executive would like to 


know the answers to these questions. 


work 


How does he get such answers? Does 
he call 
sultant? 

No, we do not think that is necessary. 
In fact, we know it isn’t. Any executive 


in an expensive outside con- 


ean take a fast inventory of his fune 
even if he hundred 
people working under him. Here’s how 
to do it. 

Have the top man send a memo to 


tions, has several 


all supervisors and executives stating 
something like the following: 





heavier. 


Not later than 


Subject: Taking an Inventory of Your Work 


In 1957 we expect our activities to become 


So that we can plan and integrate such activi- 
ties, we must pause long enough now to take 

an "inventory" of each function—of each job 
you are responsible for in your department. 


provide me a summarized 





tion. 


attached sheet. 


» Ext. 


inventory of each function under your jurisdic- 


Use the guides and ground rules listed on the 
If you have any questions, 


call 











Signed 





___Manager 








Notice that this letter sets up a staff 


man to answer questions. It also in 


eludes an attachment which lists a num 
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ber of guides for people who will write 
up This attachment 
could following: 


inventories. 
the 


these 


look like 











GUIDE FOR TAKING INVENTORY OF YOUR WORK 





Write your statement in simple English. 
Start the statement with a work word, (a 
verb) such as "Designs". 

Make each statement short. Try to keep each 
statement to 6 words. 

Don't list common functions. You may hire 
and fire, or you may file papers in your 
department. So does everybody else. So let's 
not say this. 

If the function consumes less than a full 
month, don't list it unless it is a vital 
operation. 

Affix a man-month "tag" to each statement. 
If the function takes the time of three men 
for one month then place the figure (3) in 
parentheses right after the statement. 

Keep your inventory to less than a page. 
Avoid generalities. Be specific, but brief. 
Here is a sample inventory: 


XYZ PROJECT 


Evaluates missile radar beacon systems. (1) 
Designs experimental unit analyzers for 
guidance system. (4) 
Prepares estimates of sub-component reli- 
ability. (2) 
Tests and Studies precision electro- 
mechanical systems. (1) 
Analyzes and reports on magnetic tape, 
Signal amplifiers and pulsers. (7) 
Provides support (clerical, etc.) and super- 
visory service to above. (3) 
Total Man-months 15 
Total Support Man-mos. 5 


Total XYZ Department 
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In the example, of course, this would 
apply to an electronic engineering func- 
tion. With such a simple guide, your 
inventories will come to you in more 
uniform format. Notice the man-month 
tags. This is an inventory of a depart- 
ment’s work. Do not break down a 
single man’s work, as in a work measure- 
ment program. 

An inventory of this type 
thing that executives will never get 
done in the press of day-to-day business 
unless they are required by the boss to 
take the time to do the job. Tell them 
in a staff meeting that this inventory 
must be made, even if everything else 


stops. 


is some- 


After all, an inventory of depart- 
mental work, and skills, is as important 
as an inventory of materials. An in- 
ventory of materials is taken at least 
once a year, and sometimes more often. 

The investment in skills and in ma- 
terials is considerable in both cases, and 
we must protect large investments. 
Physical inventories tend to get out of 
balance; so, also, do skill inventories. 
We acquire too much of one thing and 
not enough of another. It is the execu- 
tive’s job to restore this balance. He 
cannot do so if he doesn’t know it is 
out of balance. 

In taking a physical inventory, we 
discover that certain articles have be- 
obsolete. So it is with certain 
types of work. Reports are often com- 
piled over a period of years and serve 
absolutely no good use in current op- 
erations. But obsolete reports are only 
one example of the waste of skills and 
of time, which are the most important 
capital of the organization. They must 
be guarded and used well. We are not 
sloppy about the checking of our in- 
ventories and guarding the warehouse. 
Do we guard the time and the skills that 
we hire and use? 


come 
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We have where the boss has 
told a man to do certain work and he 
starts doing’ it. 


seen 


Before long, various in- 
fluences have him completely off-the- 
track, but he is still working. An in- 
ventory will reveal that the work is off- 
the-track, provided that the statement 
of the work is an accurate reflection of 
the work itself. This is true of any 
systems document. For example, if the 
policy statement is not 100% accurate, 
it is because it will 


useless, mislead 


people. The same is true of a procedure 
or a work inventory. 


The only reason for writing these 
things down is that we are trying to 
reduce to writing the things that are 
intangible. We reduce them to writing 
so that both the worker and the boss 
will understand each other and know 


1] 





If the statements 
accurate, the communication 
becomes hazy and confused. The state- 
ments must be not only accurate, but 
they must be couched in simple and 


what is to be done. 


are not 


direct language English that 
both the boss and the worker will under- 
stand very clearly. 

Here’s the way a typical inventory 


of work should look when you get it: 


simple 





DESIGN GROUP 





WORK 


INVENTORY 





Check groups (1) 


Liaison with Engineers 
Make drawing breakdown 





Design layouts for formal drawings 
Issue work orders for formal drawings 
Coordinate format and designs with Drafting and 


Investigate and determine parts to be used 
Check layout to formal drawings 
(1) 
(xmas tree) 
Maintain layout records and work orders 
Answer questions from the shop (1) 


Total Designing Man-Months 
Total Support Man-Months 


Total Design Group Man-Months 


(12) 
(1) 


(1) 
(1) 


(1) 
(1) 








Notice 


ventory.” 


that we stress the word “in- 
If supervision put down what 
they hope their people will do, someday, 
we'd and the list 


Keep to a true 


have no inventory 
unreliable. 
inventory approach. 

When you have inventories from all 
departments, what do you do with them? 
Study them! Analyze them! 
with the them! 
Study, analysis and discussion will open 
You take 


would be 


Diseuss 


them man who wrote 


your eyes. will inevitably 


12 


will lead to better use of 
effort. 


publish 


that 
work 


action 
your 

Finally, 
Put them in your procedures manual. 
Keep them up-to-date. They will then 
be useful to: : 

1. You. 

2. The executive who is over the de- 
partment. 


these inventories. 


3. The department people themselves. 
1, Other 
other departments. 


executives and people in 
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foo MANY CHIEFS—not enough 

Indians. I saw that sign hanging on 
an office wall. Knock it around a few 
minutes and see if it doesn’t start you 
thinking. 

In 1900 there were two clerks on the 
payroll for every 60 workers in the 
factory. By 1935 the ratio was two to 


20, by 1950 it had been cut to where it 
was two to 5. It is predicted that by 
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Not Enough 
INDIANS 


W. D. GRIFFITH 
Assistant Treasurer, 
Lilly Varnish Co., Indianapolis 


1975, white collar workers will out- 


number the blue collars about 


9) 


or t0 3d. 
If this trend holds, there sure will not 
be enough Indians, unless something’ is 
done by the Chiefs so that fewer In 
fight the 
battles against the ever mounting load 
of paperwork. 

What 


it beeause the 


dians are needed to office 


this trend? Is 
Indian is 
today than his ancestors of 20 


is the cause of 
less efficient 
years 
is it because the Chiefs are 
battles to be 
winning’ no 


ag’o, or con 
finding’ 
and clear-cut 


victories on any front? Is it because each 


tinually 
fought, 


more 
are 


Indian has less desire to fight, and no 
will to win? Or is it beeause the Chiefs 
dole out the arrows one at a time, and 
leave the Indians feeling frustrated be- 
cause of the opportunities they see they 
are losing while waiting for 
rows and permission to shoot? 


their ar- 


With business expanding so rapidly 
during the past several years, more and 
more information has been required by 
management. More and more paperwork 
result. As situation 
developed it brought another set of 
problems, another battle front. The re 
sult has been more meetings of big and 


has been the each 


little Chiefs, but fewer and fewer coun- 
cils of war with the Indians listening in. 
So, not knowing what goals the Chiefs 
want reached, the Indians can only wait 
till they are handed their arrows and 
told where they should aim. Unless this 
trend Indians 


is changed and the are 


13 





told more about the battles to be won, 
and given more opportunity to fight to 
the of their ability, fewer 
fewer victories will be 


best and 


won. Let’s give 
a look at some of those battles that are 
going on: 

There are not more than 1914 profit 
minutes in each eight-hour working day. 


235 
139 


minutes pay for material and supplies. 
minutes pay for wages and salaries. 


by the average organization could be 
destroyed and 30% or more transferred 
to storage. The Hoover Commission has 
estimated that could be 
annually four-drawer 


about $27 


saved for each 


file transferred to an inactive status. In 
other words, you probably eould cut 
your current files to about 35% of their 


43 minutes pay for taxes—federal, state and local. 


29 minutes pay for repairs and replacements. 


1434 minutes pay for research and promotion. 
46034, minutes pay to keep the business going. 


19'/4 minutes left for making the profit the company must have to stay in business. 


480 
And those 480 minutes must absorb 
at least 60 minutes lost as follows: 


10 minutes to get started in the morning. 
10 minutes for the morning coffee break. 
5 minutes noon washup time. 

10 minutes afternoon coffee break. 

15 = minutes visiting during the day. 

10 minutes end of the day washup time. 


minutes (8 hours) the average working day. 


60 minutes not worked—I hour lost for each employee. 


What is the picture when you back 
off those 60 lost minutes from the 480? 
I’m not sure, but you might find there 
are less than 16 profit minutes per day. 
Time is your most important cost factor, 
your most important battle. If you don’t 
return for the eight 
shaving those profit 
redistribution of the 


yet a maximum 
pay, you'r 
Would a 
workload help any in your particular 
case ? Why not check and see? 
Maintaining records runs 
from 10% to 40% of the total sales and 
administrative costs. About 65% of this 


: 
n0uTS 


minutes, 


business 


cost represents keeping useless records 
files. According to various 
© of the records kept on file 


In current 


c 


surveys, 35 


14 


present contents without hurting your- 
self, and save money at the same time. 

Why not start someone checking your 
files and records to what 
gotten rid of ? While on the subject, why 


see can be 
not start 
the files, to see how much ean go into 
the now instead of later? 

I have that about 50% of all 
operations used to 


checking material going into 


wastebasket 
read 
office are check 
someone else’s work, and experience has 
shown much of the work checked is of 
a nature in which complete accuracy is 
not essential in the first place. In other 
words, a good close estimate would have 
done just as well for the purpose in- 


tended, and probably could have been 


Tue Orrice—April, 1957 








OH, HE HEARD THAT 
MIRADO WAS ONE 


WRITING WON'T 4\)| 
RUN WHEN WET! 


HEY, GET THIS! )S I KNOW! 7 OUT 
7 OUT OF IO “ OF IO SECRETARIES 


THERE'S ONE 
THING I WANT TO 
MAKE CLEAR! 


SURE! BUT 
EAGLE ERASERS 
MAKE ‘EM VANISH 
WITHOUT A 


Order EAGLE ... it's right in any office! 





MIRADO 174 eo 2 Hi 





EAGLE MIRADO stays EAGLE ERASERS make EAGLE VERITHIN is one 
sharp for pages! mistakes vanish without a trace! red pencil that really stays sharp! 








For More Information Circle No. 175 
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THIS 
HUNGRY 

MACHINE 

EATS (om 


SECRETS 


ra 


F 
F 


orem, 


Shredmaster Bantam-10 Devours Confidential Papers 
And Obsolete Records Right In Your Own Office 


Are your confidential papers exposed 
to prying eyes? You, too, can have 
SHREDMASTER protection when 
disposing of confidential papers and 
obsolete records. The Bantam-10 
SHREDMASTER assures security 
for your company by turning obsolete 
records into unreadable shreds in a 
matter of seconds. Makes destruction 
of records a simple routine. Learn 
how security-minded companies, 
banks and government agencies safe- 
guard their confidential papers and 
obsolete records with SHREDMAS- 
TER. 


FREE 10-DAY TRIAL. New illustrated 


folder describes unique Bantam-10, 


ina 

Portable, quiet, 

clean, the 

Bantam-10 is 

the only paper 

shredding machine 

designed 

: A : | for office use. 

gives full details about Free 10-day 

Trial. Write today for: 
Circular 39, Room 1114 

9 East 40th Street, New York 16, N.Y. 

THE SHREDMASTER CORP. 

A DIVISION OF SELF WINDING CLOCK CO., INC. 


Manufacturers also of the Clipper-14, only heavier 
duty shredding machine suitable for office use. 


Sales and Service in all principal cities in U. $. and Canada 


For More Information Circle No. 217 


16 


Tue Orrice—April, 1957 





obtained in much less time at less 
expense. 

Have you investigated to see 
how much time is lost through needless 
checking and rechecking work in your 


office? 


ever 


Experts—consultants, 
sonnel, teachers, office managers 
that in the average office about 10% of 
the clerical effort is wasted on jobs that 
should not be performed at all. An- 
other 20% is dissipated on jobs that 
could be performed by an easier, taste1 
and method. The re- 
maining 70% is being handled at be 
tween 60% and 70% efficiency. 

Other have that 
people engaged in clerical work are not 
more than 50% productive. They could 


systems per 


agree 


less expensive 


analyses shown 


produce half again as much, and prob 
ably would be happier in their jobs, it 
they were allowed to do so. 

You can’t lay this waste in the laps 
of the employees and forget or ignore 
it. Someone else established the jobs 
for them and it is difficult, if not im- 
possible, for a mere employee to in- 
crease the scope of his job unless he or 
she is encouraged by management to do 
SO. 

How would your office stand if you 
could eut out 10% of the 
done, and improve your staff’s overall 
output 30%? Have you ever tried it? 


work now 


[ recently was told of a situation that 
is hard to believe, although true. In 


a large company covering acres ol 
eround, orders go from the engineering 
department to the plant which is just 
Now and then a re- 
vision in plans is necessary. The en- 
gineering department could phone the 
plant to hold up until the revision came 
through, but such phone ealls are for- 
bidden. A letter must be written and 
mailed, and the plant has no knowledge 


of the changes until the letter is de- 


across the street. 
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livered. If the letter is held up some- 
where along the line it’s just too bad 
proper procedure has to be followed 
you know, regardless of cost. 

[. can’t help but wonder how much 
time, money and temper would be saved 
in a case like this if red tape could be 
forgotten—a phone call, followed by a 
make a lot of 
eould 
buildings. 


confirming memo could 
differenee. An 
be installed between the 

Leslie Matthies of Northrop Aireraft, 
Ine., recently described a survey made 
by his company. They found 9% of 
the forms used were nothing more than 


intercom system 


alibi paper—records to prove somebody 
didn’t do 
that, 
new form, you first determine whether 


did or something. He 


sug- 


gested before deciding to use a 


it authorizes action, records action, or 
If it doesn’t 


reports on action. do one 





of these three jobs, it probabiy isn’t you cannot buy loyalty; you cannot buy 
necessary and should not be used. The the devotions of hearts, minds, and 
same yardstick could be used to meas-_ souls. You have to earn those things.” 
ure the worth of every form in use. And those last six words are the rub 
How much tightening up could you’ you have to earn those things. 
accomplish if you reexamined the forms I believe the great majority of office 
used in your office and throughout your workers are like the youngster who, 
company? Some of them might be after doing pre-nursery and nursery 
found to be nothing more than a con- school, finally was sent to a real school 
tinuation of data once asked for, but of for the first time. He came home down- 
no further interest to anyone for a long, cast and said glumly, “I’m tired of be- 
long time. ing taught to play. I want to be taught 
This should be the easiest of all bat- to learn.” They’re tired of being given 
tles to win but, because it involves’. a certain measure of work, and no more 
people and not machines or paper, it —they want a job, something they can 
seems to be the hardest. Mr. Clarence _ sink their teeth into and enjoy the taste 
Francis, retired chairman of the board of accomplishment. 
of General Foods, once said, “You can I don’t believe it is true that the limit 
buy a man’s time; you can buy a man’s’ of work an executive can delegate to 
physical presence in a given place; you subordinates is what he can—if need be 
can even buy a measured number of -—undo himself. Instead, I believe that 
skilled museular motions per hour per’ regardless of the values of work sim- 
day. But you cannot buy enthusiasm;  plification, workflow, methods and pro- 


The ROL-RACK 


with FIVE FEET of Shelf Space! 


A few of the thousands of users of the 
ROL-RACK 


Abbott Laboratories 
Bethlehem Steel Co. Champion Spark Plug Co. 
States of Alabama, Delaware, Kentucky, 
hio, Oregon 
Conn. Mutual Life Esso Standard Oil 
Fairchild General Motors 
=e ——— ar oy! 
Insurance Co. of N . City ‘Bor Asso. 
Telephone oo Secs Corp. 
United Aircraft U. S. Govt. 
Universities of Arkansas, California, Tulane, 
Rutgers, Tennessee 


Sturdy and Durable 

Made of choice selected 1/4” hardwood. Slop- 
ing sheives angled for title reading, doweled 
and bolted to insure durability. Side-riveted 
swivel casters by Bassick with resilient rub- 
ber tires which roll smoothly with a full load. 


Dimensions: 32" long, 13" deep, 31*° high 5 50 
14" between shelves 

Satin Walnut Finish or Natural wood Finish. 

Manufactured to sell for $69.50, mass produc- F.0.B. Factory 


tion makes possible this LOW, LOW price of rl a 


CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 
2 West 45th St., New York 36, N. Y. Attractive I i Ee 
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Sesame 


~ MANAGER 


OFFSET 
DUPLICATING | 








FLETCHER “MANIFOLD 


is the new 9-\b. manifold we can run on our offset 
duplicating equipment 


When weight is a problem, turn to new surface-sized Fletcher Manifold— 
the feather-light postage-saving sheet you can run on your own offset dupli- 
cating equipment. Comes in brilliant white, blue, pink, canary, green, and 
goldenrod—all watermarked, all titanium-filled. Extremely opaque. Best 
for forms, statistical reports, inserts, advertising pieces. Lightweight com- 
panion papers include Flecopake Bond, Alpenopake Bond, and Alpena 
Manifold. 


FOR FREE SAMPLES — a 
MAIL THIS COUPON 4 

Fletcher Paper Company, Dept. ! 

20 N. Wacker, Chicago 6, Ill. 


Gentlemen: 
f LL Please send me free samples of new Fletcher Mani- 
<< ____— 


fold. 


aupemennenngntl . s e NAME 





TITLE 


PAPER COMPANY COMPANY__ 


{ ADDRESS, 


' CITY 
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Office Duplicating can 


Masters can be prepared without stain, ; Hands and clothes stay clean 
smudge or smear—even if changes or ; 
corrections have to be made 


AB DICK 


AZOGRAPH * OFFSET * SPIRIT * MIMEOGRAPH 
IMPRESSION PAPERS * FOLDING MACHINES 
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be clean... 


























Typewriters, desks and other office ° Copies stay 
equipment stay clean > clean and 
“ sharp 





































































































When you use Azograph®—the 
new, low-cost short-run duplicating Mail coupon for 
process with positive cleanliness. more information 


A. B. Dick Company, Dept. 0-47 
5700 Touhy Avenue, Chicago 31, Illinois 


Please send me more information about Azograph—the new, positively clean 
duplicating process. 


Name Position 








Organization 


Address 








City 
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introducing 


EFFORTLESS 
COLLATING 


Sek EA 
Electric Collator 


Collate without effort — without 
fatigue. Collate as fast as you dup- 
licate WITH THE NEW COLLA- 
MATIC — the electric collator de- 
signed specifically for the modern 
office. 

Think of it, an electric collator 
that will cut labor costs in half — 
actually pay for itself. An office 
machine that everyone will love 
to operate. 

Touch the automatic starter and 
the sheets are advanced for inspec- 
tion. Touch it again and collate. 
Just touch and collate; that’s all. 

Lots of other features too! Each 
bin will hold more than a full ream 
of paper. Scientifically designed 
stapling and stacking bin insures 
uninterrupted work flow. Positive 
feed, MAGICFEED rollers feed 
right down to the last sheet. Priced 
to sell for LESS than most mechan- 
ical collators. 

Be first to have “EFFORTLESS 

Model “800” COLLATING” in your office. Write 
CONSOLE for brochure and the name of your 
nearest distributor. 





‘d li ; lamatic. Se glia , 
CT I'd like a demonstration of the New Collamatic goin wh ree 


[_] Please forward additional information. — a ee 
. 101-4 j 3 
Name State Highway 23, 
Wayne, New Jersey 
Firm ; : MOuntain View 8-2900 


Street 


THE EL 
Citv , ibe sinatra’ ’ vn FOR THE MODER}! 
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cedures—all of them put together are | 


only a drop in the bucket for cutting 
costs, compared to what could be ac 
complished through developing the hid- 
den but potential talents and dormant 
desires of the individual employee. 

Chiefs seem to have overlooked, or 
forgotten, the fact that each Indian has 
a talent far beyond the capabilities of 
any machine or piece of paper—the 
ability to think and reason. The po- 
tential gains to be had from recognizing 
and exploiting this talent are greater 
than will be found in any other asset an 
employer might possess. 

Archie A. Pearson of Ford Motor Co. 
has said, “No man ean develop another 
person, but management at all levels 
should be held responsible for making 
opportunities available for their subor 
dinates.” 

When management finally reacts 
from the impact of this truth, more 
councils of war will include the Indians. 
Not until then will the Indians under- 
stand the battles that the Chiefs are 
trying to win. When the Indians are 
taken into the councils, and are given 
battles to fight instead of arrows to 
shoot, there will be more victories be- 
eause each Indian will be taking on 
more to accomplish. He will be out to 
do a job, instead of waiting to shoot 
arrows as they are handed to him. 

When that happens there will be 
more profit in those 1914 minutes, be- 
cause there will be working records in- 
stead of filled-in forms, less double 
checking of non-essentials, more jobs 
completed instead of measured work 
performed, more direct action and less 
red tape, more employee cooperation 
instead of employee compliance. 

The time saved through knowledge 
vained will release Indians on many 
battle fronts, and there will be enough 
fighting Indians for every Chief. 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptunth 


PAPER DRILL 


A real production model— 
handles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12”x18”. 
Chip disposal. Adjustable back 
gage and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from 4 to 144”—$3.75 
each. Slitting attachment $7.50: 
slotting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 
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Automation Improves Service; 
Reduces Clerical Costs 


D. L. BETTERS, Office Procedures Specialist, 
and 


J. R. SPEASE, Systems and Inventory Control Specialist, 
Capacitor Dept., General Electric Co., Schenectady, N. Y. 


EK IMPROVED our service to cus- 

tomers through greater speed in pro- 
cessing orders and, at the same time, 
reduced the cost of routine clerical oper- 
ations, by installing an automatic data 
processing system which sends informa- 
tion quickly to production offices and 
shipping rooms. The System also captures 
information in a language which ma- 
chines can read, to permit further auto- 
of orders. 


either by 


matic processing 


Orders are received tele- 


phone, telegram, requisition from sales 
office, or from the customer. It is neces- 
edit that cus- 
requirements can be converted 


sary to these orders so 
tomers’ 
to catalog numbers to be supplied by 
the factory. It is also necessary, when 
an order does not eall for an in-stock 
item, that copies of the order be pre- 
pared for those sections that may be 
involved in filling the order. 

An order 


much repetitive information, such as: 


from a customer contains 





EMBASSY 
21 Key Capacity 
$15.52 FOB Glen Riddle* 


two years. 


* Special Price Information 


Specially priced for a limited time only. Buy 
now before increased costs raise prices. 





21 KEYS OR UP TO 2240 KEYS... 


TELKEE KEEPS 
TRACK OF THEM 


Know where every key is at 
all times. Save time, trouble 
and money. Install a Telkee 
System designed for your ex- 
act needs .. . whether 21 keys 
or up to 2240, or in a series 
for an unlimited capacity. De- 
veloped over 25 years’ expe- 
rience, Telkee pays for itself in 


Because of standardized units, your Telkee grows with changing 
key needs at little cost. Investigate today the complete Telkee story 
without obligation. Write for free booklet. 


PRESIDENT 
2240 Key Capacity 
$1317.74 FOB Glen Riddie* 


Address Dept. O 47 


The MOORE KEY CONTROL® Systems 
P. O. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION, GLEN RIDDLE PA 
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Like these Great Companies, You, Too, Can 
Use Copyflex One-Writing Method to... 


Speed Paper Work, 
Slash Clerical Costs! 


UW wk) 
re 
Mow 


Wy 


Logs 


The Borden Company—Now marking its 100th year, and one of the nation’s 
leading dairy. food, and chemical processors—uses Copyflex to get out impor 
tant financial and accounting reports on a fast, one-writing basis. Operating 
and statistical statements, for example, are mechanically reproduced directly 
from the master work sheets. Copyfiex eliminates any need for slow, costly 
manual transcription, assures fast and accurate processing of reports. 


Copyfiex Desk Top 
Model 110 copies originals 11 


inches wide’ by any length. Only 

$555. Other models available tc 

Copy originals up to 46 inches wide 
Throughout America, progressive companies like those described 
here are simplifying and speeding business operations with the 
revolutionary one-writing method made possible by modern 


Copyflex copying machines. You surely can, too! 


With Copyflex, you write basic information only once—the 
entire series of copies needed to complete any systematized 
business operation are mechanically reproduced from the orign- 
nal. You eliminate the big cost and delay for retyping or rewriting 
constant information from one form to another. This frees per 
sonnel for other important work, gives you tighter control of 
operations, saves thousands of dollars. American Can Compeny, America’s largest manufacturer of metal and fibre 


. 2 containers, uses Copyfiex to reproduce customer invoices directly from order 
Copyflex machines are clean, odorless, economica]—letter- originals prepared on receipt of customers’ orders. These order originals are 


- . utilized again and again for multiple shipments. All of this is done without 
size copies cost less than a penny each for materials. Copyflex any rewriting or retyping of constent information trom one form to enother 
P P : P c h it or 
will fit readily into your present systems. Mail coupon today— pani chy speeded billing operations, reduced clerical costs and errors to 

it can mean important savings for you! 





Charles Bruning Company, Inc., Dept. 42 


9 cor 4700 Montrose Ave. Chieege 41, Ilineic 
Please send me information on the Copyflex process and 


machines. 


.. es anythin 
on, rinted, ot rows on Copypllex Neme____ —_——______ Title__ 
“aes a paper 
=in secon Company __ . 


CHARLES BRUNING COMPANY, INC., CHICAGO a 


City 
In Canada: Chories Bruning Company (Canada) itd. 
105 Church St., Toronto 1, Ontario 
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Do you need single item slips? 


UNIT MEDIA TICKETS? 
POSTING TICKETS? 
JOB TIME TICKETS? 
ORDER PICKING SLIPS? 
PARTIAL INVOICES? 
BACK-ORDER RECORDS? 
SHIPPING LABELS? 


All of these have one common problem for the systems engineer 
—how to break down lists automatically into single tickets, each with 
selected information, but all with certain constant data. 

If you have such a systems problem, find out about the Ormig 
Selective Data Printers, the world’s only machines that select, elim- 
inate, condense or shift lines, columns and headings from one master 
without masks, blockouts, strip masters or shingled forms. Lines can 
be selected out of sequence. 


SELECTIVE DATA PRINTERS 





COPY-CRAFT inc. 105 campers STREET, NEW YORK 7, N. Y. + BArclay 7-4150 


CARBON PAPER AND RIBBONS + DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES AND 6UPPLIES 
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Operator inserts cus- 
tomer tape contain- 
ing repetitive infor- 
mation into auto- 
matic transmitter. 
Simultaneously, an 
order proof copy is 
typed by a teletype- 
writer machine, and 
variable information 
is inserted manually 
on the teletypewriter 
keyboard. An order 
tape is produced in 
a typing reperfora- 
tor as a by-product. 


charge to, ship to, tax code, purchase is done on a local cirenit setup of three 
customer, user customer, ete. To elimi- machines wired together: a_ teletype- 
nate the necessity of this retyping, a . writer with a special keyboard, a typing 
mechanical method is used. Order typing adtuaied 


ee ee ee ee ee ee ee eee 


® 
agav-t FACE 


Originators of the Two-Sided Master 


TRANSLUCENT FORMS 


produces sharper, crisper copies at higher speeds, on your BRUNING or OZALID. 


We Manufacture Translucent: STOCK FORMS 
COLUMNAR ANALYSIS PADS 
{Reproducing — Non-Reproducing) 
REPORT AND TAX FORMS 
TRANSLUCENT CARDS AND STOCK 
(Various Weights and Finishes) 


Individually designed Forms and Work Schedules for your special use. . . . The only 
complete line. . . . Fast, prompt, efficient service at moderate cost. 
Write today for FREE Sample Pads and Quotations to Dept. G2. 


TRANSFACE PROCESS CO., 170 Varick St., New York 13, N. Y. 
Telephone WAtkins 4-5985 
Western Distributor—TRANSLUCENT Forms Co. @ 1539 Fourth St., San Rafael, California 
GLenwood 4-9725 
Distributors in Principal Cities 
"TT TrrrrrefrtitrtrtirtrttrtéiertéiistéerertietéieértéestiottsettseL LiL iLL eLOELLILiISELiLEeEELeLiietietieeeesefeefeT 
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data. Assumes no previous analytical 
training and requires only a knowledge 
of arithmetic. Mr. Mandel is Chief of 
Statistics, Bureau of Old Age & Surviv- 
ors Insurance. 


BRADFORD’S DIRECTORY OF MARKETING RE- 
SEARCH {GENCIES, 50 Argyle Ave. New 
Rochelle, N. Y., 152 pp., $7. 

Lists and describes 350 marketing re 
search firms here and abroad. Tells what 


HANDWRITING TRAINING MANUAL. Handwrit-  \ind of work each does, its officers and 


ing Foundation, 1426 © St., N.W., Washington : ; ’ 
5, D. C., 12 pp., Free. size of staff, how long in business and 


For use in training business workers, to something of its personnel. Includes re- 
write legibly. An instructor’s manual is lated organizations such as radio and 
also available. Only one copy of above TV raters, tabulating concerns, and 
is free and quantity prices are supplied. those doing local interviewing. 


STATISTICS FOR MANAGEMENT by B. J. Mandel, 
Dangary Publishing Co., 2807 W. Belvedere 
ive., Baltimore 15, $6. 


YOUR OPPORTUNITIES IN INDUSTRY AS A 
TECHNICIAN, National Assn. of Manufac- 
turers, 2 East 48th St., New York 17, 32 pp., 
A simplified presentation, primarily a Free. 

college text, of the principles underlying Briefly describes and illustrates the 

statistical thinking and the elementary wide range of activities and career op 

methods of collecting and interpreting portunities for technical specialists in 


“NOW ANYONE CAN MAKE A NEGATIVE 
FOR OFFSET eeee SIMPLY & IN SECONDS 
with AMPTO PROCESS MATERIALS 


Think of it! Now every office—every print shop 
— large or small — with an offset duplicator can 
produce a perfect negative from line — typewritten 
or repro proof copy in approximately 1 minute. 


This absolutely New method is faster — less 
expensive — and requires 1/20th of the usual 
investment in equipment. 


@ Simply — expose the Ampto reversal nega- 
tive for approximately 30-50 seconds depend- 
ing on light source. 


@ Then — place the negative and a sheet of 
Ampto clear acetate film in the transfer ma- 
chine and wind them through — THAT’S ALL 


Direct inquiries will receive immediate attention. 


- Write... AMPTO INCORPORATED, NEWTON 5, NEW JERSEY 


For More Information Circle No. 343 
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Made by Hammermill. Sold by 
Hammermill Agents. White and 
6 colors, 3 weights, 8 sizes, 
8Y2 x 11 and up. Weather- 
guarded packaging. 





















































Your operator doesn’t have to be two places at once when you 
run trouble-free Whippet Bond on your office duplicating equipment 


For More Information Circle No. 329 
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Presenting: A new ‘“Thermo-Fax” 


4-second copying speed 





The All-New, All-Electric 
THERMO-FAX “Secretary” Copying Machine 
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Copying Machine to give you 
now at a new low cost! 


New simplicity! New handling ease! 
...and still no chemicals or negatives! 


It works by electricity alone! The all-new, dry process THERMO-FAX 
“Secretary’’ Copying Machine makes copies in 4 fast seconds . . . eliminates 
chemicals, negatives, liquids and special installations from office copying 
forever. All you do is plug it in... and a miracle of electricity does the rest. 
Copies of invoices, shipping and traffic orders, billing reports—or general 
office work—can be made and distributed in less time than it used to take to 
retype an order. No other copying machine gives you this modern kind of 
speed, simplicity and ease of operation. And you now get all these exclusive 
advantages of fully All-Electric copying at a new low cost... only $299*. 
For complete information on the rea//y mod- 
ern way to speed copying and communications 
in your office send the coupon below today. 


*Suggested retail price 


Thermo-Fax 


COPYING PRODUCTS 





OOUCY o, 


a The terms THERMO-FAX and SECRETARY are trademarks of 
Minnesota Mining & Mfg. Co., St. Paul 6, Minn. Gen. Export: 99 Park 
Senenace’ ~=—- Ave, New York 16, N.Y. In Canada: P. 0. Box 757, London, Ont. 


SS SS SS Se GD SS ee Ge ae ES ee ee ee ee ee ee ee ee ee ee ee oy 


Minnesota Mining & Manufacturing Company 
Dept. ES-47, St. Paul 6, Minn. 


Send details on the time and money-saving THERMO-FAX 
"Secretary" Copying Machine. 
Name__ 


| Ee See ee 


Address cle 


City 


A ees ca ciinene er eutais amemnenmanneanaiasanmen 
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all fields. 


five to seven of these personnel for every 
American 


There is now a need of from 


one professional engineer in 


industry. 


BUSINESS LETTERS by Nelson A. Ault & Lewis 
M. Magill. Publishers’ Book Service, 660 Market 
St., San Francisco 4, 36 pp., 90 cents. 


The authors, (professors at State Col 
Washington) that the 
conventions of form and the principles 
letters are 
After 


that, successful letter writing depends on 


lege of believe 


good business 


of writing 


easily illustrated and explained. 


careful application of the fundamentals 
to specific problems plus practice. 


MANAGING FOR TOMORROW by 
Thole & Charles C. 
Institute for 
W estnedge 
Free. 


A short 
world 


Henry 
Gibbons. W. E. Upjohn 
Research, 709 ~=OSY 
Mich., 12 PP» 


Community 
ive., Kalamazoo, 


discussion of our changing 


and a list for further reading on 


the subject. 


Solve Coffee Break Problems with NEW 


CUP-PAC 


Pac has al! the ingredients 
you need—JUST ADD HOT 
WATER. 


Cups with nationally adver- 
tised products such as: 
Coffee, Black. 
Coffee, Creamer. 
Coffee, Creamer, Sugar. 
Tea, Lemon, Sugar. 
Beef Vegetable Soup. 
Chicken Soup. 
Cold Drinks: 
Orangeade, Lemonade. 


{ 


Cup & Pac In One < TOU 


e 
& 


WRITE FOR ‘LuPPal: 


FREE SAMPLES v0 


Cup-Pac Div., Temp-Rex Corp. 

18 Orawaupum St., White Plains, N. Y. 

Please rush me a free sample box of Cup-Pac serv- 
ings. 
Name 
Company 
Address 


Title 


FOR BUSINESS 
Pratt. Fidelity & 
Free. 


EMBEZZLEMENT CONTROLS 
ENTERPRISES by Lester A. 
Deposit Co., Baltimore 2, Md., 32 pp., 

combatting em- 

merchandise 
eheek list 
firm’s 


Practical methods of 


bezzlements of money, and 


other materials. Contains a 
for determining the adequacy of a 


Available 


to employers or members of management 


embezzlement controls. only 


who request it on business letterheads. 


{LLING PROFESSIONAL SECRETARIES, Na- 
tional Secretaries Assn., West 11th St., 
Kansas City 5, Mo., 12 pp., & cents. 


999 


students and vocational 
booklet 


tells 


Written for 
this 
duties 


counselors, describes the 


and how to pre- 


secretary ’s 
pare for the job. 
IMPROVING HUMAN RELATIONS, National Assn. 


of Manufacturers, 2 East 48th St., New York 
17, 32 pp., 50 cents. 


Presents practical steps to guide man 
the kind 


education and support they 


agement in giving supervisors 
or training, 


need to fulfill their vital function. 


4,000 HANOVER EXHIBITORS 
ACCOUNT FOR 83% 
OF GERMAN EXPORTS! 


1957 
GERMAN 
INDUSTRIES 
FAIR 


APRIL 28—MAY 7 
HANOVER 


Featuring the newest in Consumer and Industrial 

oods: Typewriters « Accounting Machines e Dup- 
licating Addressing Machines ¢ Punch Card 
Systems * Paper e Bookbinding « Business Control 
Systems ¢ Writing Supplies e Office Equipment « 
Packing Materials * Office and School Furniture 
¢ Advertising Premiums e Etc. 

For information, free fact-filled pamphlet, .~ 
tickets, hotel reservations 


German-American Trade Promotion Office 


350 Fifth Avenue, New York 1, N. Y. 
For More Information Circle No. 319 
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Visomatic 
Typewriters 


the new... the exclusive... 


Now... R. C. Allen Visomatic Typewriters in any of 21 
color-keyed combinations to match your office. There are 
new R. C. Allen features, too, that mean more efficient typ- 
ing... the new R. C. Allen Hi-Speed Touch has a lighter 
touch for less typing effort; exclusive visible and automatic 
margins let you “see it, set it, forget it’. Fabric or carbon 
ribbon, choice of type styles, carriage widths — 11 to 26” 


10-KEY ADDING MACHINE 
The Only Adding Machine With a Memory 


You save time and motion, avoid errors with the exclu- 
sive R. C. Allen Memory and Recall Keys. . . press the 
memory key and hold any figure for later use, bring it 
: Ae 7 : b 
back when you want it... press the Recall Key to speedily 4 demonstration by your R. C 
ith Seitnsl Al Allen dealer will prove the value 
restore and correct errors without re-indexing. Also of RC. Allen Business Ma 
automatic step-over multiplication, motorized correction chines. Call him today, or use 
key and single or single-double-triple cipher keys. coupon for literature 


Please send me full color literature on the new "Color- | 


Keyed” Visomatic Typewriter, and folder on the Adding | 
e ° ail Machine With A Memory. | 


= TUE tf al -t-t- Mut Ceotal ial -)- Pam fal om NAME 


FIRM. 


| 
668 Front Avenue, N. W. | ADDRESS. 
Grand Rapids, Michigan | CITY 
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OFFICE MANAGERS, 
SECRETARIES, 
PURCHASING AGENTS 


Enter Carter's ‘“‘Name the Kitten" Contest! 


All you do is name the kitten 
and tell in 10 words or tess 
why you selected this name. 


CARTERS 


“Electric Line” 
of Carbons & Ribbons 


Carter’s is proud to announce its ‘‘Electric 
Line’’, the first complete line of carbons 
and ribbons designed specifically for all 
electric typewriters. Helpname the kitten 
in the advertising program for the ‘‘Elec- 
tric Line’’ and other Carter’s products. 


Now on sale at your favorite 
stationery department 


Since 1858 specialists in Fine products for Office, 
School, Home and Industry: Carbon Papers; Typewriter 
Ribbons; Adhesives; Stamp Pads and Inks; Duplicator 
Supplies; Writing, Drawing and_ Indelible Inks; 
Eradicators; Artist Colors; Marking Devices and Inks. 


© THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASS. 


we 


Ist PRIZE 8 Day Trip for 2 by 
Pan American Woiid Airways to 4 exotic 
“‘West Indies’”’ Countries — Puerto Rico, 
Haiti, Jamaica, and Cuba. 


2nd through 7th prizes 
New Portable G-E TV Set. 


8th through SOth prizes 
Tweed 7 piece cosmetic'set. 


It’s easy to enter! 


Either: Complete official entry blank (at any 
stationer or office outfitter displaying the Contest 
Poster or ask your dealer's salesman)... 

Or: Show your name; name of your regular sta- 
tionery supplies dealer: make of Electric Typewriter 
you or your office uses; and why you chose your 
Kitten name (not over 10 words) ... all on your 
company letterhead. Mail to ‘‘Kitten Contest”, 
P.O. Box 40B, Mt. Vernon 10, New York. Entries 
must be pestmarked not later than April 22, 1957. 


For More Information Circle No. 182 
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The term 


TAPE TRICK 


saves bothersome retyping! 





Splice in revisions invisibly with 
SCOTCH 810 Permanent Mending Tape 


You can hardly detect revisions 
taped in place with “Scotcu” 810 
Permanent Mending Tape — it 
practically disappears on contact 
with paper, and its new dull sur- 
face won't reflect highlights! You’ 
can write on this wonder-working 


See your supplier today 
for a trial quantity! 


“‘ScoTcH’”’ 


is a registered trademark of 





tape, too. Pencil, ink or typewriter 
registers perfectly. 

“SCOTCH” 810 stays crystal clear 
indefinitely . . . will never cloud, 
crack or bleed adhesive. It’s ideal 
for mending all kinds of valuable 
papers, maps, books. 


os Rha 
§corcn 


810 
Permanent Mending Tape 


Minnesota Mining and Manufacturing Company, St. 
Paul 6, Minn. Export Sales Office: 99 Park Ave., ¢Z 
New York 16, N. Y. In Canada: P.O. Box 757, Lon- « 
don, Ontario. 


eooucr 


"eseanc™ 
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SMEAD FILE GUIDES and FOLDERS 
for OPEN SHELF FILING 


Designed to fit various types of open filing units. Available with terminal 
digit, straight numeric, alphabetical, or any special indexing. 








HALF HEIGHT GUIDES 








SINGLE OR DOUBLE FACED METAL TABS — 
FIVE SIZES—STRAIGHT OR ANGLE. INSERT- 
ABLE CELLULOID TABS ALSO AVAILABLE. 








. VARIOUS TYPES AND STYLES OF 
~ LOCKING HOOKS ARE AVAILABLE. 











THE BEST OUT GUIDE 
FOR OPEN SHELF 
FILING 











END TABBED 
FOLDERS 





Smead's open 
shelf vertical 
file guides are made of the finest gray 
pressboord. Metal tabs are precision 

ci d to eliminate rough and 


[ sharp edges. 














STRAIGHT 


OR 
Smead makes America’s most complete 2/5 RIGHT-HAND 


line of file folders and index guides. CUT FOLDERS 





AVAILABLE FROM DEALERS EVERYWHERE. 


THE Smead MANUFACTURING 
HASTINGS, MINNESOTA LOGAN, OHIO 


S 
s 
RAN 
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don’t 


WHEN WORK 
PILES UP IN 
YOUR OFFICE 
CALL 


MANPOWER, INC. 
FOR 
- TEMPORARY 
HELP 
typists - stenos 
office workers 


Use our employees as long as you 
need them at low hourly rates. 


Write for FREE 28-Page Booklet 
“THE INSIDE STORY OF manpower, inc. 


TEMPORARY HELP.” Home Office: 820 N. Plankinton Ave., Milwaukee 


For More Information Circle No. 345 


THe Orrice {pril, 





MODERN 





Here in Old Town’s new Model 10 is a 
spirit duplicator with style! Handsome 


— colorful — as new as tomorrow! 





as An Old Town first: the wonderful, 
work-saving ¢tri-functional controls. 
Operation of the Model 10 is simplicity 
itself. Instruction time for new oper- 


ators is a matter of a few minutes. 


MODEL 10° 





Complete duplicating service in one compact unit 
Delivers bright, sharp copies every time — in any 
combination of colors up to five, including black — 


on any size stock, from postcard to legal 


INTERESTED? 
Then write for descriptive literature to Dept. 047. 
OLD TOWN CORPORATION, 750 Pacific Street, Brooklyn 38, New York. 


For More Information Circle No.’ 206 





You can fill all your 
multiple mailing needs with 


the Dennison Line 


of Addressing Labels 


SHEETS 


The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (2! x 
1”) on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, blue, buff, 
salmon, canary, cherry, green. 
In 25 sheet or ream packages. 


eereeeeeeeeeeeee 


eeeer eer eee eer ee eeee 
. 


4-PART SNAP-APART CARBON SETS 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels stay lined up until 
snapped apart. 33 labels (2! %¢ 
x 1%") on a sheet. White only. 


ROLLS 


Dennison Addressing Labels come in 

continuous rolis of 1000 couponed 

labels, 3x 1”or3x 1%", ina dispensing 

box. Accurate spacing allows labels to be 

vee with a minimum of adjustment. 
hite only. 


* 


Dennison quality labels plus 

special Dennison gumming Framingham, 
insure Satisfaction. 

Order Dennison Addressing 

Labels from Your Stationer. 


Mass. 


For More Information Circle No. 176 
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IT’S A BIG, WIDE, WO RFUL LINE! 


Take your choice! They’re America’s most 
modern adding machines and cash registers. 
Fast, beautiful and versatile. A pleasure 

for your people to operate, a real boon to your 
firm’s work output. 

In a word — they’re Clarys. 


ll hal 


Call for a Clary demonstration soon! 
Your yellow pages list your nearest Clary 


BUSINESS MACHINES DIVISION 
dealer or Factory Branch Office. 


RAT 


ACT 


For More Information Circle No. 196 
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THe OFFICE 


Hundreds of instantly changeable 


type faces... Automatically evened margins 


- VARI-TYPER 


cuts composing costs...speeds production! 


Vari-Typer...with hundreds of 
instantly changeable type faces 
permits your office typist to give 
you professional looking typog- 
raphy quickly...right in your own 
office! 

With Vari-Typer, you elimi- 
nate the high cost of outside 
type-setting and reduce your 
costs on every job....whether 
it’s a catalog, bulletin, manu- 
al, house organ, direct mail 
piece, office form or any other 
similar job. 

When you use the Vari-Typer 
right in your own office, you 
get greater control over your 


Looks like a typewriter... 
Writes like printing... 


jobs, too....make instant type 
corrections...hasten the entire 
preparation for any method of 


office duplicating. 


Call your nearby Vari-Typer 
Man today...or write direct for 
more information. 


Text by Vari-Typer, 
Headlines by Headliner. 


CORPORATION 


712 Frelinghuysen Avenue 
Newark 12, New Jersey 
Subsidiary of 
Addressograph-Multigraph Corp. 


For More Information Circle No. 304 
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— “Only 179.50 for 
a dictating machine?” | 





° “ . . 

a dictating machine is no longer a luxury! 

| J] OW, YOUR OFFICE can have as many as it needs — because the 

Po sabe st ~ “ world-famous STENORETTE costs less than half the price of 
Circle Other major dictating machines, actually less than a standard office 

No. 257 typewriter! It does everything the high-priced units do — and 
more. It’s the easiest, and fastest of all to use. That’s why so many 

executives prefer STENORETTE to other units regardless of price. 


Stenorette 
Half the Price of Other $179°° : 


Major Dictating Machines 


DICTATE AND TRANSCRIBE WITH ONE MACHINE! 
200,000 now in use. For small or large office. Ideal 
for conferences and trips. Use in moving car, train or 
plane. Dictate for 30 minutes on one magnetic tape. 
crase automatically without touching the machine. 


DeJUR-Amsco Corporation, Dept. 0 4 Try Out A Stenorette 

45- Jor F yd. song isle City 1,N. Y ‘ . y * ‘ . 

45-01 Northern Blvd., Long Island City 1, N. ¥ , See your DeJUR Sales/Service Officd 
Please rush without obligation a copy yi or send coupon for free booklet. 


of your free STENORETTE brochure. ws . 
You’re always sure with 


Name. - ‘teeta Heber weTrer S progress 
Company. ere ore : ree SiGHT ) 
SOUND 
Address . ee ee ee ee a 
science 
y . . State . . Tax 


* plus Fed. Ex« 
Transcribir £ accessor extr 














the anawerts the ile onl ful problew. 


You'll find LIBERTY Storage Boxes answer 
all requirements for a modern, efficient and 
FREE BOOKLET economical method of storing inactive records, 


Informative Manual of Your records are always readily available 
Record Storage Practice 
olives Seni: sateed Gniiitne after five, ten, even twenty years—as clean 
cord hi g 

procedures, how long and neat as when they were originally filed. 
to k > ords to meet . 
co ee : . Costs for this efficiency are trifling — over a 
ega requiremen Ss 


ten-year period, costs of a LIBERTY Box 


figure out at just pennies a year! 


TOCK SIZES Sturdily constructed of high-test corrugated 
a te Nae a fibre-board with patented closure, LIBERTY 


LeTTERs i2°x 104" x28 Boxes are the best low-cost way to 
re) LETTERS "al ° 
i store inactive records. Available at 
stationers and office equipment 


dealers from coast to coast. 


DEP. SLIPS 
TAB CARDS 
TAB CARDS 
«TAB CARDS 
1) ws CARDS SK" 
CARDS 
CARDS 
y CARDS 
* CARDS 
ny 
aT” 
1 
nN @ai 
412817" 
[is VOUCHERS 
4 SALES SLIPS 














DON’T DELAY! Write on your 
business letterhead for complete 
information and prices do 
it TODAY! 


CAPENSE VOUCHERS 


only. ' ASS om 
LIBERTY Pie Sa MONS) EEL! 
has all Bs a ee 
these Corrugated Board Fast-Finding 
FEATURES All uistnty boxes are § Ov pea =f iad La 


t, High Test ¢ 


rugated F 


BANKERS BOX COMPANY 
Established in 1918 
2607 NORTH 25th AVENUE + FRANKLIN PARK, ILL. (Svborb of Chicogo) 


For More Information Circle No. 159 





Even their mother couldn't tell ‘em apart 
It's equally hard to tell the last copy 
from the first when all-new Colitho Direct 


Image Paper Plates and 
COPIES 


duplicating supplies do the job! 


h / hb The secret of this greater uniformity 
f at 00 is that from plate to plate, box to box 
and shipment to shipment, Colitho 


alike Direct Image Paper Plates are 
ph Control-coated to closer tolerances 

than ever before. And Colitho Etch 

and Fountain Solution are specially 

formulated to bring out the exact same 


sparkling appearance from every plate 


Systems men and duplicator operators 
the country over are discovering this 
great new uniformity Colitho gives 

all their offset duplicating. For the name 
of your nearest Colitho supplier, 

write: Columbia Ribbon & Carbon Mfg. 
Co., Inc. Glen Cove, New York. 


COLITHO 
OFFSET 


DUPLICATING 
PLATES 


AND 
SUPPLIES 


DIRECT IMAGE 


PAPER PLATES 


For More Information Circle No. 203 
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. when 
ev erything 


om eleya tae m 


The answer to labeling problems in 
the office, factory, store, home. Ad- 
heres with slight pressure — no tools — 
no holes in fixtures. Eight transparent 


colors for instant identification. Label 


remains clean and legible inside plastic 


holder and is changeable. Made in 6” 
lengths and 14”, 34,” and 1” widths. 
May be cut to length required and 
makes 3 to 6 ordinary label holders. 
At your stationer or write 
for sample & folder 


CEL-U-UEX CURPURATION 


1 MAIN ST., BROOKLYN 1, N. Y. 


For More Information Circie No. 306 
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Priden Cabeulator,, the thinking Washine of OmenivewBusineser 
ond the 10-Rey Natural Way Adding Machine... 


Today the 
Friden Street Stor 
is 1D 


“machines 


IDP — Integrated Data Processing —is one automatic 


Friden office machine talking to another...in code 
language... from data origination and interpretation 
to final filing. 

It is the functional flow of punched tape giving and 
taking orders. Tape enables even small and medium- 
size businesses to eliminate human errors, reduce 
time costs hugely. 

Only a few Friden Tape-Talk machines can be pre- 
sented here. Many more units are available to meet 
specialized data integration needs. Individually, or as 
part of a system, each machine quickly pays for itself. 


Call your nearby Friden agency or write FrIDEN % 
CALCULATING MACHINE Co., INc., San Leandro, Cali- 
fornia...sales, instruction, service throughout U.S. 
and world. 
© Friden Calculating Machine Co., Inc. | 
02 | 


For More Information Circle No. 2 
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iden Creat®® 


New World 


or Busines*® 


Ppidew (dd: Panel.” 


is the 10-key adding and 
listing machine with tape 
punch mechanism. A key 
IDP unit, the Add-Punch 
writes punched tape while 
printing on adding machine 
tape. The punched tape can 
be interpreted by other sim 
ilarly-equipped machines 
Typical Add-Punch functions 
include recording of retail 
Sales, sales audit, produc 
ion and inventory control 
Bnd coding statistical data 


p) 
iden loyouniter! 
enables even small and 
edium-size businesses to 
ake their accounting auto 
atic. Whatever is typed on 
Flexowriter—an invoice, 
pr example—is also re- 
oduced on by-product 
nched tape. Tape can 
en be processed by other 
mmon language Tape- 
Ik machines at nearest 
P center. Flexowriter tape 
also be used to actuate 
dress plate embossing 
chines, tabulating card 
ches, computers, same 
ther Flexowriters 





Some typical job routines Friden 
process automatically: Invoices.. 
manifests ... inspection reports . a 
tags and tickets. Whatever your problem, as 


Pride Compatype 


is an IDP machine com 
bining automatic writing 
and automatic calculating 
Equipped with automatic 
tape punch and reader, it 
interprets and records both 
alphabetical and numerical 
data. Produces tape enabi 
ing other machines to trans 
fer data to punched cards or 
accounting records; or data 
may be sent by wire to other 
offices. The Friden Compu 
typer is widely used to sys 
temize billing, inventory 
cost analysis, sales distribu 
tion, statistics, other typing 
computing operations 


FP pidon. futly aitomatic, 
Caleutator 


is the essential programmer 
in many IDP systems. Oper 
ating alone or in combina 
tion with other automatic 
machines, this famed Caicu 
lator performs more steps 
in figure-work without oper- 
ator decisions than any other 
calculating machine ever 
developed 


has 10-key patented key 
board, Visible Check window 
for accuracy. Models are 
available with or without 
automatic step-over of mul 
tiplicand. Specialized adap 
tations of the Friden Adding 
Machine actuate or are ac 
tuated by IDP machines 


Tape-Talk machines 
sales orders...shipment 
_. time cards... package 





Rochester, N.Y 
Subsidiary 


More Information Circle No. 202 
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rub out mistakes easily. 


use Enanalle Cond by neenah 


You can rub out mistakes easily on Erasable bond. It has a special 
hard top-sizing that keeps typewriting on the surface where it is 
easy to remove. There’s never a telltale sign to mar the perfect surface. 
Erasable bond has the bright, white appearance of a regular bond. 
Erasable bond keeps its good looks. Even after repeated erasings the 
surface is not damaged. (The fibers are exceptionally well beaten 
to prevent internal shear. This is a manufacturing term. ) 


neenah 
paper 
company 
of Erasable Bond developed ; neenah, 
by the Neenah PaperCompany : wisconsin 
. A Div { Kin 
O2 


Please send me free samples 


Santini : Be Mecr cenit, 


Attach to your business letterhead and mail to: 
) FVAL BUSIRESS PAPERS 


neenah paper company, neenah, wi: a 


CREECH HEHEHE HEHEHE HOPE EERE OE 
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Anne Cox, secretary in a 
Washington trade association, 
was chosen “Miss Manifold 
Carbon Paper” by Letterex 
Corp. Miss Cox was chosen 
for her beauty and typing 
ability as typical of today's 
secretary. In addition to her 
secretarial job, Anne is taking 
voice lessons and sings in 
Washington churches. 


Tue Orrice—April, 1957 


Camera! 


A capsule fifth grade classroom 
in Monroe Calculating Ma- 
chine Company's exhibit at the 
national convention of the 
American Assn, of School Ad- 
ministrators in Atlantic City. 
Youngsters demonstrated fa- 
cility with Monroe Educator 
calculators, designed for ele- 
mentary school arithmetic 
teaching. In the photo, Isabel 
Chester (right), fifth grade 
teacher, checks work of pupil 
Ruth Leeds, while Richard 
Schwarzbach (left) explains his 
work to a visitor. 





Charles V. Fenn, ma- 
chinery and systems 
division vice presi- 
dent of Carrier 
Corp., shows an air- 
guide louver which 
will control air dis- 
tribution in the new 
38-story Seagram of- 
fice building in New 
York, Building's out- 
side walls are glass 
and bronze. Only the 
glass and the Modu- 
lar Weathermaster 
units will be seen 
from inside. 


Ruth Childs, head of the mortgage file division, Manufacturers National Bank of Detroit, and 
their 14 Hercules 4C-C fire insulated files made by Meilink Steel Safe Co. 
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Tabulating section of 
the controller gen- 
eral's offices in the 
Republic of Panama 
showing Chrysler Air- 
temp units, A 3-hp 
air cooled condens- 
ing unit supports the 
evaporator blower 
unit. Hot condens- 
ing air is discharged, 
and cool condensing 
air is taken in, 
through the _ build- 


ing wall. 


Sylva-Lume lighting system made by Sylvania Electric Products, Inc., has a custom-made appear- 
ance but is assembled from standard components; costs $2-$3 a sq. ft. for complete ceiling. 
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The recently opened Niskayuna branch of the First National Bank of Scotia, N. Y., showing 
No. 707 chairs made by Taylor Chair Co. and installed by Benche, Inc., Schenectady. 


In a demonstration 
for members of the 
Burglary & Glass In- 
surance Assn. of N.Y. 
and the National 
Bureau of Casualty 
Underwriters, "'safe- 
crackers’ opened 
conventional safes in 
from 38 seconds to 
under four minutes. 
L. to r. are Edwin H. 
Mosler Jr., president, 
Mosler Safe Co.,; Ray 
McGarrigal. B&GIA 
president; and Don- 
ald D. Pillsbury, 
NBCU burglary divi- 


sion manager. 
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Western Union Starts 
Microfilm Billing 


Western Union used to file 
all original telegrams six 
months. Now many Western 
Union offices let customers 
do the filing. Messages, sort- 
ed chronologically and alpha- 
betically by customer, go 
with pre-addressed _ state- 
ment forms to a billing clerk 
(left) who microfilms each 
telegram with her left hand 
while her right hand posts 
the charge on the statement. 
Then telegrams and _ state- 
ment are mailed to the cus- 
tomer, Elimination of former 
descriptive billing has cut 
billing time in half, The 
Recordak Reliant photo- 
graphs 14,000 telegrams and 
statements on a 100-ft. roll 
of 16mm film. 


Instead of filing them, custom- 

ers may destroy the telegrams 

which Western Union returns. 

lf it is ever necessary, Western 

Union can always refer to the 

microfilmed copy of any de- 
sired message. 


Tue Orrice—April, 1957 





Pacific Coast Advertising Agency 
Likes Being Its Own Landlord 


By K. R. MacDONALD 


The patio, __land- 
scaped by Thomas 
Church, opens off 
the rear of the en- 
trance lobby and is 
flanked by the com- 
pany's offices. 


By erecting its own office 
building, Honig-Cooper Co., 
San Francisco advertising 
agency, has ample room for 
expansion, better parking 
facilities for clients, and 
larger and better offices— 
all for no more than it 
would cost to rent space in 
the downtown area. The 
building was designed by 
architects Anshen & Allen 
on a 3-ft. module with ferro- 
enamel panels and steel sash 
set between 4'' x 10" Doug- 
las fir columns running from 
the foundation to the roof. 
Main entrance to the build- 
ing is shown at left. 
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Redwood, glass and white 
enameled spandrels frame 
the offices of Honig-Cooper 
Co. which face the land- 
scaped patio, A complete 
kitchen, dining room and sun 
deck serves employees in a 
third-floor penthouse. 
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A new three-story 

wing at one side of 

the patio has in- 

creased office space 

to more than 11,000 
sq. ft. 





A Typewriter Is His Strong Right Arm 


By OLIVER H. WILSON 


With a pencil clipped to his left hand, Mr. 
Price types accurately at 18 words a minute. 


Office machines have made it possible for 
John Price, Stroudsburg, Pa., quadriplegic, to 
lead a busy, active life. In 1943, Lt. Price 
suffered an accident in the Army which left 
his body paralyzed below the neck except for 
limited use of his left arm, Today he edits 
a national magazine, Paraplegia News, is 
president of Pocono TV Relay, Inc., the East- 
ern Paralyzed Veterans Assn., and the Pocono 
Writers Workshop. 


Quadriplegic John Price typing a bill and preparing copy for the Paraplegia News. 
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Ever figure the cost of 
hand folding? Wow! ¢ 


a4 ai Tv 

rz This folder 

cs fe ae 
Fae costs less than 


a typewriter! 


Folding a few hundred bulletins, form 
letters, statements, envelope enclosures, 
may not seem like much—but check the 
time it takes, and you may be surprised! 


Hand folding is slow and tedious—a job 
nobody likes. It diverts your girls from more 
productive work. And it’s unnecessary— g, 
thanks to the Pitney-Bowes' Model F H! 
Designed for the small office, 
it’s simple, light, portable, can be used 
by anybody. You set it by moving two 
knobs, easy as tuning ina TV set. 
' And it costs less than a typewriter! 
With semi-automatic feed, the FH can 
double-fold 814 by 11 sheets at 80 per minute. 
Automatic feed, avail: ible at slight extra cost, 
gives it even higher speeds. 
The FH can make eight different folds, 
F es sizes from 3 by 3 up to 8Y4 by 14 inches . : 
h andles . z P 1a. , 4 inches, The larger Model FM, 
and paper of most all standard weights and fully automatic, folds 
finishes. It can also fold stapled sheets, up to 19,000 sheets an hour. SS 


With only occasional use, the FH soon pays 





-! 


for itself. Ask the nearest PB office for a dem- 
onstration. Or send coupon for free booklet. Prrney-Bowss, INc. 
3421 Walnut Street 


Stamford, Conn. 


= PITNEY-BOWES 


©) Folding Machines 


= Originators of the postage meter... 101 branch offices, 
and 297 service points in the U. s. and Canada 


Send free booklet on Folding Machines to 
Name 


Address 





For More Information Circle No. 230 
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How XEROGRAPHY 


cuts duplicating costs and speeds paperwork 


for SIDLES COMPANY, OMAHA, NEBRASKA 


HARRY B. SIDLES, President 
Saves $2,500 a year on plates alone. 500 Copies Each of 27 Pages in 4 
Saves 75% of time formerly used Hours: “A typical example of how valu- 
. ; : able xerography is to us can be pointed 
in copying operations vee Paperwork up by the matter of the excise tax on tires. 
that took 2 days now takes Naturally, if this information is not dis- 
10 minutes, using xerography! tributed immediately to the field—neith- 


er the salesman, nor the branches can 
properly quote to a customer. When a 


Sidles C 50 em eS I 
idles Company, with 250 employees in sac iaility wiirenn<scuinal werd: Wlleaia Wines. tl Mi 


its Omaha plant and 250 in 33 branches =r 
as aati , as 2:30 in the afternoon—we make our 


in Nebraska, Iowa and Kansas, maintains ee ; 
revised 27 page lists—have them ready by 


a perpetual inventory of 100,000 different : : 
so »:00 P.M.—and, using masters prepared 


items, including automotive parts, appli- : oat 
by xerography, have multiple copies in 


the mail by 6:00 P.M.!” 


ances and air conditioning components. 


In addition to the company’s branches, 

WRITE for proof-of-performance folders show 
ing how xerography is saving time and thou- 
sands of dollars for companies of all kinds, 
about the ways in which large and small. 


xerography has speeded THE HALOID COMPANY 
paperwork and reduced 57-94X Haloid St., Rochester 3, N. Y. 


duplicating costs. Branch offices in principal U.S. cities and Toronto 


Xerography copies anything writ- 
ten, printed, typed, or drawn... HAI Ol BD) 
Same, enlarged or reduced size... 


Copies onto all kinds of masters 
paper, metal, spirit, translucent 


~—for duplicating. Copies line and xX E ee OX 
halftone subjects 


For More Information Circle No. 198 


it does business with 10,000 dealers. 


Harry B. Sidles, President, is enthusiastic 
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The Olivetti Audit 202 offers a simple 
way to perform a wide range of account- 
ing tasks. Its unusually versatile control 
unit can hold 4 distinct accounting pro- 
grams (say, accounts receivable, accounts 
payable, payroll, and stock record), each 
instantly available at the touch of a lever. 
Completely automatic, this high-speed 
dual-register machine requires no spe- 
cialized operator. It provides many fea- 
tures usually found only in higher-priced 
machines” The guarantee period is one 
year, instead of the usual 90 days. 


THe Orrice—April, 1957 


Fai 8 


Me, Mes Es oy : ie & 


a @ ey Beas : 


Do you also know Olivetti’s four other 
accounting and bookkeeping machines? 
Or Olivetti’s single and double register 
printing calculators? Electric, standard 
and portable typewriters? Hand, electric 
and duplex adding machines? Remark- 
ably efficient and dependable, they re- 
quire a minimum of maintenance; service 
and spare parts are quickly available 
through dealers in 48 states, and through 
branch offices in New York, Chicago and 
San Francisco. Olivetti Corporation of 
America, 580 Fifth Avenue, N. Y. 36. 


olivetti 


For More Information Circle No. 199 





5 ON Bate Bees 


ACCO 


~ TENPAK 


Makes Everybody a Prospect 


For This New “Acco First” 


A ggravation of lost, mislaid papers — eliminated. 


C ounter Displayed for convenient Self Service — 
Watch for TENPAK. 


Creates positive safety for your papers — in or out of files. 


@ pens new opportunities for efficient business operation. 
Be ahead—start using the Acco method of paper fastening now. 
You'll soon be using all Acco products for better filing. 


Aeco Fasteners No. 12 and 22 are also available in boxes of 50. Ask your stationer. 


ACCO PRODUCTS 


A Division of NATSER Corporation 
Ogdensburg, New York 
In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 278 





How to tell a 
_ “Better Mouse Trap’ 





from a 
" Profit Trap 


Count BOTH and 1,001 
Other items with Compactly set up on stands in tiers, the Vary-Tally 


can be supplied in any of 66 combinations, 


up to 6 banks high and 12 units wide with o 
VARY TALLY ————_—__— 


o e@ Easily Readable Units Can be Rotated 
Multiple-Unit Reset Counter from Any Angle like Tires on a Car, to 
Bold figures Always Distribute Wear 


. ¢ : : Centered in Window Evenly 
To know WHICH products, styles, sizes or fla- No Glare 


vors are “hot”? and WHICH are dragging their @ Individual Tag 
feet COUNT! Whether you are a manufac- @ Easily Portable Above Each Counter 
turer or merchant, distributor or dealer — Vary- R : Window — Not Strip 
Tallies can tell you quickly How Many of What, rhea iia ~__ 

Where and When — Now as against Last Year, ae © Veeder-Root Qual- 
Last Month or Yesterday. Traffic engineers, esti- @ Separate Counting ity in Every Part 
mators, laboratories, warehouses, offices, restau- 
rants, mail and phone order departments, payroll 
people and many others find keeping score is no 
chore with a Vary-Tally. What do you want 4% 


®) 
to count? Write for news sheet and prices. VE © ) t R mn RO OT | N C 


A, HARTFORD 2, CONNECTICUT 


Chicago 6, lil. © New York 19,N.Y. © Greenville, S.C. © Montreal 2, Canada 
Offices and Agents in Principal Cities 


For More Information Circle No. 187 
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TIFFANY 


OFFICE MACHINE 
STANDS er 


More efficient operators—less fatigue and 
irritation from noise and vibrations. 


Fewer accidents—no tripping, scratches, 
snagged hose; no machines toppled over. 


Portability for office machines—used more 
hours per day, easily moved wherever needed. 


Extra desk space—the right machine in the With 2 drop 


right place, with 1 _ cs. ‘ . leaves—Model 5002. 
ght place, without cluttering desk bg Also, 35Y4"" high 

, ; for stand-up work. 
Model 5000 typifies the superior features of a Tiffany Stand. 


Heavy, all-steel construction. Adjustable open top. . . escape-hatch Sold through better dealers. 
for noise; large drop leaf; iron castings cover retractable casters, For further information, 
anchor stand in place when in use. Write Dept. O 


First choice of 
office workers : 


and management 0 FORSYTH Stand Co. 
evewwhene LOUIS 5, MO 


For More Information Circle No. 185 
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it all adds up to a 
low cost high quality 
product...the 


new Regna itemizing cash register 


a cash register, 
adding machine 
and simplified 
bookkeeping 
machine 

ALL IN ONE 
STREAMLINED UNIT! 


Ideal for all small and 

medium sized retailers 

a superb quality product 

in the low price class. Compact, 
sturdy, precision-built; manual or 
electrically operated models in 

green or ivory 

e Customer gets itemized receipt of 
each item purchased; Regna 
simultaneously records copy for owne 
¢ Sale Total and Grand Total are 
automatically registered and recorded; 
total receipts can be instantly checked 
any time ¢ Single item key records 
single item sale in one swift operation 
¢ Non-add key allows use as adding 
machine—-without affecting Grand 
Total ¢ Customer counting device 
shows volume of daily traffic 

¢ 6 designating keys for clerks, 
departments, special items ¢ Lock for 
Grand Total and Sub Grand Total 
and for tape ¢ Individual keys for 
Charge Sales, Paid-Out, Non-space and 
Repeat operations. Printing device 
with store’s name 


IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 
Dame St. W., Montr ue., and Business Equipment Machines 
489-R King St. W.. Toronto, Ont 

OUTSIDE CONTINENTAL U Jorgen S. Lien, Bex 507, Bergen 
Norway 


Complete stock of Regna parts available throughout the U.S 


ee 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 

Please send more information on the new Regna 
Register and outline advantages of becomi a 
a 

Address............. 


NID iccisniiethlnsnatientistisinnensnie ‘ 


For More Information Circle No. 212 
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Accurate 2 
The things uncanny /” 


Yet there’s no mystery why a Mar 
chant calculator is so accurate. Every 
number you touch appears in one of 
three dials—not just the keyboard 
This gives you continuous proof 
throughout every calculation. As a 
further guarantee of accurate figure 
work, Marchant’s positive internal 
dial-stop just won't let a dial “over- 
throw.” 

The Marchant has other important 
advantages, too. Ease of operation is 
one. Its quiet speed is another—up to 
twice that of any other calculator 
And the unique mechanism of a Mar- 
chant makes for trouble-free depend- 
ability, which translates into days and 
dollars saved. 

What do these advantages add up 
to? To your assurance of the utmost 
accuracy in your figurework, and to a 
more efficient, more profitable opera 
tion of your business. 


MARCHANT 
CALCULATORS 


AND 8, CALIFORNIA 


Modern Management Counts on Marchant 


For More Information Circle No. 163 
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sents 
hth WAAAAHVWse 


é (Jay < wom \ 


an wisn mere ¢ ae r 


...and save up 
to 32% cost! 


Baltimore Business Forms assures prede- 
termined delivery dates, outstanding 
quality, expert designs. 


Many companies are paying through-the-nose 
MAR APF, SIRS Zip} because they’re not sure their particular form prob- 
re ae lems can be solved by standardization. Other com- 
panies worry about delivery. You can relieve any 
anxiety by inviting a Baltimore Business Forms 
expert to investigate. And, if possible, he’ll develop 
cost-cutting standard forms that can be used 
throughout your operation. 


Investigate your forms for wasteful frills 
Here’s your chance to cut out costly frills and still 
maintain your company’s business form personal- 
ity. By standardizing paper sizes, inks, numbers, 
carbon and colors... with other leading businesses 
(who have similar business form problems), you 
assure your company an initial money saving up to 
32%. Your Baltimore Business Forms representa- 
tive will tell you exactly when the next production 
run will be. 


Call or write today 
For a current list of standard forms and free sam- 
ples, call our local representative listed in the 
Yellow Pages, or write direct to: THE BALTIMORE 
BUSINESS Forms Co., Dept. A, 3142 Frederick Ave., 
Baltimore 29, Md. 


he Raltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


For More Information Circle No. 201 
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atouchof | a button instantly 
= finds just the 
right card 
fg -lete] ge! 
out of 
thousands* 





*up to 
80,000 
depending 
on card 
size. 


One of thousands of Remington Rand products and systems for 
the filing, finding, storing, housing, condensing, protecting, con- 
trolling or copying of records. For the complete KARD-VEYER 


story, write for free booklet (LBV706) to Remington Rand, Room 
1410, 315 Fourth Ave., New York 10 


Flemington. Fearn 
DIVISION OF SPERRY RAND CORPORATION 


For More Information Circle No. 246 
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HE BASIC 
first-rate 
is that 
ter developed 


DIFFERENCE between 
and executives 
bet- 
eapacity for thinking. 
The ability to think correctly depends 
on: 


second-rate 


first-rate executives have a 


1. Your ability to size up situations 
correctly. 
2. Your ability to develop plans ot 


action and devise solutions to prob 
lems. 

3. Your ability to weigh and evaluate 
these plans and solutions. 

4. Your ability to decide on the best 
plan or solution. 
Develop your 


cessfully. 


think 
constructive 


ability to 
The art of 
thinking can be 
most powerful force a human being 
has. If mghtly used, it can lead you 
far up the ladder of promotion. 

1. Get thinking 
problem or situation by asking ques- 


Suc- 
developed. It is the 
started on about a 


thinking must be based 


facts. The way to get 


tions. Correct 
facts 
Find out 
the why, what, how, when, where and 


on eorrect 


is to keep asking questions. 


who of the situation you want to think 
about. 

2. After 
the proble m, 


have the 
Do not allow yourself to 


you facts, define 
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The Art of 
THINKING 


B. W. ELSOM 


Director of Employee Services, 
Boston Store, Milwaukee 


get lost in a maze of information. Fo 
cus the spotlight of your thinking on 
the problem at hand. Diseard 
which do not 


problem. 


facts 


have a bearing on the 


3. Weigh care fully all the 
Don’t 
clusion too quickly, and 


factors of 


the proble m. jump at a econ 


then juggle 
around the facts to fit your conclusion. 
Rather, let all the pertinent facts form 
your 


conclusion for you. 


1, Keep an open mind. If new facts 
after have 
made your conclusion, reopen the case 
and full 
your decision can be helped by reading 
or by talking with men of 
perience, by all 
tional help. 


present themselves, you 


give them consideration. If 
oreater ex- 
means get this addi- 
thinking 
defimte 


5. Turn action 
Your 
little you 
definite Don’t 
allow the problem to dangle. If you 
they probably 
won't all be right. Try to learn by your 


your into 


by making a decision. 


thinking is of use unless 


arrive at a conclusion. 


make many decisions, 
mistakes, but don’t be discouraged by 


a reasonable percentage of incorrect 
better to 


decisions 


decisions. Remember, it is 


make some mistakes in your 


than never to make any decisions at all. 
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AID VACATIONS are given to 99% 
P of all workers and provisions are 
more liberal for office 
point of maximum amount of vacation 
pay which may be 
to a study by the Department of Labor’s 
Bureau of Labor Statistics. The study 
covered a broad variety of industries 
in 17 of the nation’s major labor mar- 
ket areas. 


employees, in 


received, according 


With few exceptions, the amount of 
vacation pay is based on length of em- 
ployment, ranging from as little as one 
day’s pay for a short employment period 
to four or more weeks’ for long service 
with an employer. Nearly half of the 
534 million and plant workers 
surveyed receive paid vacations after 
six months’ Virtually all can 
qualify for at least one week’s vacation 


office 
service. 
by completing a year’s service; over 
two weeks after five years’ 
three or more weeks are avail 
able to almost 25% after ten years, and 


to almost 75% 


95% get 


service; 


after 15 years’ employ 
ment. 

In addition to the 17% may 
eventually qualify for a four-week va 


who 
can reach a maximum of 
three weeks; 23% can eventually get two 
weeks, and the remaining 3% 
than two weeks. 

For workers, vacation pay is 
expressed in terms of regular or average 
weekly earnings for a stated number of 
weeks. Approximately 514 million, or 
90%, can become eligible for benefits. 


cation, 57% 


ean get 
less 


most 


Some plans also provide one day’s vaca- 
tion for each year of service for inter 
mediate years. 

Plans which express vacation pay 
as a percentage of annual earnings ap- 
ply to 2% of the office and 10% of the 
plant workers. The great majority of 
workers covered by  pereentage-type 
plans are employed in the production 
departments of manufacturers. Flat- 
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Office Workers 
Have the Best 
Benefits 


Vacation 


sum and other types of vacation pay- 
applied to less than 1% of all 
office and plant workers. 


ment 

Provisions are more liberal for office 
workers as to the amount of pay granted 
for comparable seniority. 
to the 


to each 


This applies 
17 areas as a group, as well as 

individual This is 
true of individual industry groups with 


area. also 
few exceptions. Maximum vacation pay 


of four weeks or more is available to 
28% of the oftice workers but to only 
3% of the plant workers. As much as 
three weeks’ pay is offered to a majority 
of both groups. Conversely, more plant 
16% 


vacation pay 


as against of office 
maximum 
provisions of less than three weeks. 

Vacation 
employees with relatively short service 


workers (29% 
workers) have 


pay provisions tor office 


(6 months; 1, 2, 3 years) are more lib 
eral than for plant workers with com- 
parable periods of service. Provisions 
are about the same for both groups with 
However, 
pay arrangements corresponding to 10, 


five years’ service. vacation 
15, 20 and 25 years of service progres- 
sively favor office workers, providing 
them with three and four weeks’ vaca- 
tion after fewer years than plant work- 
ers are required to serve to be eligible 
for comparable allowances. 

Two or offered 
to virtually every office worker in each 
of the industry divisions studied. For as 
few as six months’ service, 89% of the 


more weeks’ pay is 
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Paid Vacations 


Percentage of workers employed in firms providing paid vacations 

































































" Northeast So uth 
Amount of vacation pay — =e Ee Ge 
and service period Newark- New York] Phila- |, 
Jersey Providence} Atlanta | Dallas | Memphis |N 
-~ City delphia 
City 
Bo 8 | er 100 99 99 100 99 99 100 
SIAR: cacacininnstiaciiitiaidaieatesdenitelicieeaialia 100 99 99 100 99 99 100 
2 weeks or more 99 99 99 97 98 98 99 
yy eee 93 93 81 76 7 66 65 
Be ROG .. ccccicindiananaiecictainntitntnintatnsttiotinal 97 78 95 78 92 7 82 
DIET sc chcececcestittiniensenmentonciinienin 98 18 97 84 95 92 92 
TN a 99 9 9 17 38 97 99 
3 WOGRS Ol WADE S cciticienerenecss 87 88 85 62 65 54 64 
I t 3 t 4 - - ~ 
DDE Oh: scccasnnspaipiticatidisiinasiaelaaunicieesa 7 16 7 7 3 3 4 
|, ee ee eee ee 26 49 28 24 11 6 16 
Qf, a ee 81 85 78 56 61 46 46 
20 years a 87 87 83 60 65 5] 61 
25 years —- 87 88 85 62 65 54 64 
6: CONS. OF COTO cncénsiemsiccenne 31 44 24 g 22 14 15 
RU IEDR. siniitesie biases Wend becca cea t + - + - - + 
Ly) ony anaes t 5 tT t ~ ~ 7 
BP POD N ccicmasiceivouimnidenets 17 15 3 8 3 + 3 
Be BURRS - sccntsnvbibeaitedin 31 44 24 9 22 14 15 
a , : | 
SOU 0G GRD ccs iccct seen 10 98 99 ¥ 78 96 98 98 
| ee a er 99 98 99 98 96 - 98 97 
2 98 76 96 87 86 87 86 
28 43 24 15 33 20 12 
44 70 35 19 50 45 26 
63 87 57 35 67 72 54 
? 95 95 87 83 85 84 
3 78 62 69 45 43 42 » @5 
P PORES ccnnnceseminnsnidtindanens T 5 + + 7 1 s 
En ae ae EES 7 14 4 3 3 + t 
10 years 21 31 24 & 1] t 6 
15 years 76 62 66 39 41 36 39 
20 years 78 62 66 43 43 39 41 
25 years 78 62 69 45 43 2 45 
er. 16 12 1] 3 9 7 6 
[ewes 2 ‘i a T t e tT o ” ° 
l 3 ot - t ~ - - 
20 6 5 t + 5 tT 
2 16 12 ll 3 9 7 6 
1. Based on studies conducted during winter 1955-56 
2. Includes percentage of flat-sum payments converted t juivalent weeks’ pay. Periods 
of service were arbitrarily chosen and do not necessarily reflect the individual provisions 
for progression For example, the changes in proportions indicated at 10 years’ service 
include changes in provisions occurring between 5 and 10 year 
Less than 2.5 
office workers in finance are offered a 39% in most other industry divisions. 
week or more and 20% are offered two Three or more weeks’ pay may be 


weeks’ pay, compared with 63% and 


70 


earned by 


64% ot 


office workers in 
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0D 0 «1 4 


ead (Mm ted MS ed 


ted 


In All Industries 


by amount of vacation pay provided after specified employment periods. 





Middle West 


2 


Far West 





Minneapolis- 


St. Paul | 5: 


Chicago | Detroit | Milwaukee Louis 


San Francisco 


Portland Oakland 


Denver |Los Angeles 





Office workers 





99 
99 


99 
99 


99 99 
79 88 
97 96 
98 98 
99 
87 

4 

5 
30 
84 
86 
87 


3] 





Plant workers 






































or 


services, by about 75% 
90% manutacturing, 
public utilities. However, 
half the workers in may 
this amount for ten 
service, whereas in each other industry 


and 
finance 


in trade, 


about in 
and almost 
services fet 


or fewer years’ 
the largest increase in number qualify- 


ine for three weeks’ vacation occurs at 
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15 years. Four weeks’ pay can be earned 
half the workers 
trade and financee—more than twice the 
proportion in any other industry di 
Almost 20% in finanee are of- 
fered this amount for 20 years’ servic 


by almost in retail 


vision. 


compared with 10% in retail trade. 


Some marked differences for both 





Paid Vacations 


Percentage of workers employed by manufacturing firms 










































































Northeast South 
°) y ay * ————— 
ee ee pod ug Newark- New York] Phila- 
: Jersey |° Providence] Atlanta |Dallas |Memphis| Ne‘ 
City delphia 
City 
1 week or more ~................ mS 100 100 100 0 99 99 100 
OE GL ee 100 100 100 100 9 99 100 
2 weeks or more —......_.__..____ 100 100 99 23 97 96 99 
l year 90 94 86 59 79 61 64 
2 years 94 99 94 60 87 88 79 
3 years 97 99 94 70 93 93 92 
5 years 99 100 9 93 97 96 99 
Brae er NS 87 89 86 52 31 56 60 
Lb, Be eee = + 8 ~ - - - 
5 years 6 24 10 si ~ 4 tT 
10 years 25 48 37 6 15 7 21 
15 years 86 88 85 40 31 56 49 
20 years 86 89 86 48 31 56 58 
ae 87 89 86 52 31 56 60 
18 32 8 - t 17 9 
T 7 - « ~ ° e 
3 11 tT - - ° 
4 14 + 3 ‘ . t 
18 32 8 - t 17 ? 
1 week or more -..........-..-__. 100 98 100 98 95 38 99 
IIIT «tt saceatiaininidasitaicdhiinhcnbisiniina 99 98 100 78 95 96 97 
2 weeks or more ............... 99 92 7 86 83 87 84 
I 17 38 25 5 29 9 t 
2 years — 33 56 26 5 38 30 10 
SC, ee eer eae 52 73 48 24 56 71 40 
ea ea ee res 7 89 96 86 81 87 82 
WSS OF CRORES. .nnccaeniees 84 59 67 40 35 44 44 
a ai t 9 . - t - 
5 years .. 6 16 4 t - T tT 
10 years . 18 34 21 4 6 t Tt 
15 years _ 81 59 65 34 35 43 42 
EB 5 Ee oe 83 59 65 39 35 44 44 
a es = 84 59 67 40 35 a4 44 
ie en - 15 7 7 tT 6 3 
10 years tT tT ~ e . < 
15 years 3 3 - - ° ~ 
20 years 4 5 tT ° . . m 
25 years 15 7 7 - tT 6 3 
1. Based on studies conducted during winter 1955-56 
2. Include percentage or flat-sum payments converted to equivalent weeks’ pay 
Periods of service were arbitrarily chosen and do not necessarily reflect the individual 
provisions for progression ‘or example the changes in proportions indicated at 10 
years’ service include changes in provisions occurring between 5 and 10 years. 
Less than 2.5% 
and plant workers were noted requirements for maximum and _inter- 
among the areas, not only in respect to mediate amounts. Not all of the areas 
maximum pay offered, but also to tenure that offer the most (or least) liberal 
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in Manufacturing 


by amount of vacation pay provided after specified employment periods. 





Middle West 


Far West 





Minneapolis- 


Chicago |Detroit| Milwaukee St. Paul 


San Francisco 
> “7 2 
Denver |Los Angeles| F oriaa| Oakland 





Office workers 





100 100 
100 100 


100 100 
83 96 
5 98 
98 99 

100 100 


95 
t 
t 

77 

95 

95 

95 





Plant workers 





100 100 
99 99 


99 100 
15 4 
40 10 
59 32 
99 


88 93 
6 tT 
7 2 

28 8 

87 93 

88 93 

88 93 
































workers 
held the same relative rank with respect 
to plant workers. To some extent, such 
variations reflect the local importance 
of particular industries. In New York 
City, for example, financial institutions 
and in Detroit the automobile industry, 
provide employment to an unusually 


vacation provisions for office 
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the total office and 
plant workers of the respective areas. 
these 
industries influence the total area data. 
Common to 


high proportion of 


Therefore, vacation practices in 


all areas is the policy of 
vacation for 
service—for 99% 
and 91% 


one week’s one year’s 


or more in the offices 
the plants of each area. 





Programming in Its 


Proper Perspective 


P. B. GARROTT 


ROPHETS of the 


sometimes 


electronic age 


seem to delight in their 


ability ‘reate consternation the 
must do 


awe and 


uninitiated. It 


minds ot 


something for their ego to see 
apprehension push an executive’s eyes 


Many of 


these experts must share a hidden sadis 


out on stalks lke a lobster’s. 


tic streak which drives them to take 


their audiences 


hurdle after 


over one unexplained 


another, while they stress 
the complicated structure of the hurdles 
otten fail to 


how they got there and how they may be 


themselves, but deseribe 

surmounted. 
Although the 

mation certainly does present some new 


budding era of auto 


and challenging problems, there’s a 


crowing tendency to overlook one basic 
point. By and large, a new breed of 
technicians has been spawned, who are 
entirely capable of coping with the care 
and feeding of This 


specialized task must 
] 


these new tools. 


should not, and 


not, be ot concern to most man 


rreat 
agement men. 

Take programming as a case in point. 
Eleetronies conferences 
frequently pretty 
stories of how somebody sweated blood 


seminars and 


include some gory 
and marbles getting some computer pro- 
crammed to do a job. Listening execu 
further into their shells of 


skepticism and doubt, with every rel 


tives draw 


74 


crenece to the lal years spent aa pro 


eramminge, the heartaches of 
and the 


bugeing 


eoding, 
doubttul consolation of de 
routines, 
little Roman 


that these 


holiday exhibitions usually 


It matters 
end on the 
happy note that, in spite of the anguish 
while. 
still 


1S likely to be 


deseribed, the results were worth 


The net result, in the minds of those 
unentangled executives, 
a decision to wait a little while longer to 
see if an easier approach turns up. And 
little wonder. Too many of these affairs 
make it appear that there must be easier 
ways. 

Easier ways will develop in time, but 
that’s not the point at all! 


need be 


An executive 
the de 
tals of programming techniques than 


no more concerned by 


he is by the tools and techniques of the 
mechanie who adjusts the typewriters 
in his office. He may rest secure in the 
knowledge that there are qualified tech- 
nicians for both jobs, and their services 
are available to him whenever he ean 
profit thereby. 

To back up this highhanded attitude, 
let’s consider this operation of program- 
ming in its essential form. Is it really 
some newly hatched and formidable sort 
of thing? Not at all! A programmer 
IS simply one who develops and reeords 
the instructions describing how a partiec- 


ular type of business information is to 
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The second in a series of articles explaining the new 


electronic and data processing techniques in the 


language of the office executive. 


be handled. 
might 


The 
fairly be ealled a standard op 
erating procedure or, 


result of his work 
as some know it, 
a standard practice instruction. 

You don’t get a case of the cold shakes 
talks 
thinking 
being’ the 


when someone about ‘ 


Then try 


“systems 


men’’. about pro 


f’Tammers as same general 


sort of birds. birds of a 
feather. 


most 


They are 
Both are trying to create the 
effective channels for the flow of 
control using all the facilities 
available to them. As a matter of fact, 
if you have some excess awe and respect, 


data, 


you'd do better to give it to the systems 
man rather than the programmer. The 
systems man’s job is much the tougher! 

When a programmer sets up the rules 
for a routine he has developed for a 
computer—he, and everyone else, knows 
that big bundle of hardware will do the 
job exactly like it was told to do it, 
every time it’s so instructed, with the 
same degree of speed and accuracy, and 
at the same cost. 

The systems man, on the other hand, 
may create a near-perfect system, and 
may prepare detailed and explicit in 
structions for the performance of each 
step, but then what happens? The ex 
ecution of that routine must be delegated 
to a number of humans. Even if only 


one human worker is_ involved, the 
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chances of having those carefully drawn 
instructions followed exactly, every time 

with uniform speed, accuracy and cost 

are discouragingly close to zero. A 
hangover, a tight pair of shoes, a World 
Series game, or sex (just to mention a 
few), are all 


occupational hazards 


threatening the success of the systems 
man’s job of “programming.” So who 
do you think deserves more sympathy, 
aid? 

you need be 


cerned no more by the cerebral con 


and 
executive, 


understanding 

As an con- 
volutions of the programmer than by 
those of the man, assuming’ 
similar competence on the part of both. 
You should recognize that the job ot 


systems 


each is to establish an orderly, prac- 
tical pattern of 
by which your management facts are 
The striking differ 
ence between their functions is that one 


steps and operations 


processed. most 
may have his plans followed precisely 
as planned, while the other must live 
in a state of constant vigilance to de- 
tect and quickly douse the blazes con- 
stantly set to his plan by unpredictable 
people. 

“Programming” is a relatively 
term. “Systems work” is 
in years. 


new 
older 
purpose 


much 
Their similarity of 
deserves your consideration. 

Next Month: “Binary Is for the Birds.” 





How Does the 


CONSULTANT 
Pay His Way? 


ANDREW J. DALTON JR. 


Acme Consulting Service, Kansas City, Mo. 


NEW BREED has appeared on the 


American business scene in, roughly, 


the last quarter-century, to fight its way 
into the picture of industrial economies 
and to demonstrate to the progressive 
through 

know-how, 
proot that 
man can get so 


a solid demon- 


integrity 


businessman, 
stration of and 
salesmanship, sometimes a 
close to his business 
problems that he literally “can’t see the 
forest for the trees.”’ A competent out 
sider with training .and experience or 
both, can, with a reasonable period of 
orientation, step into the gap and un 
snarl the several Gordian knots that may 
have a careworn management ensnarled. 


The successful consultant must 
have integrity, know-how, a sense 
of humor, and patience. 


In the first place, a consultant, being 
with several or 
ganizational The employees, 
through the grapevine, are probably 
even a little bit afraid of him, remem- 
bering the bogeyman stories of that in- 
dustrial hatchetman (they think!), the 
efficiency expert. But the consultant pro- 
ceeds serenely, well knowing that in life 
there are some individuals and groups 
whose fear is more valuable than their 
friendship. 

Top management, with an understand- 
able for finances and invest- 
ment, him their best 
wishes for several reasons. Having se- 


a specialist, has size 


groups. 


reverence 
probably 


gives 


Photo by Ewing Galloway, N. Y. 
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lected him, a good job would be a vin- 
dication of their judgment and business 
acumen. Not the least factor in influenc- 
ing their thinking is that, before this 
consultant work, management 
has appended their signature to a con- 
tract which usually binds them to an 
obligation, regardless of how the ball 
bounces. The consultant quickly learns 
that he is guilty of a major error in 
undervaluating his services, 
of course, he ean deliver the goods. Other- 
he’s a phony, guilty of the most 
unethical misrepresentation, and his 
career as a consultant will be a short and 
merry Assuming that the 
value of his services are what they should 
be, his presence should save top man- 
agement the payroll expense of a full- 
time department, often with not enough 
work to do, and that payroll saving can 
be counterbalanced against the consult- 


goes to 


assuming, 


wise 


not so one. 


ant’s fee. 


The third and last important group, 
affected in some instances, will be the 
union. We mean unionized employees; 
the ones to whom your major efforts 
should be 
union 


directed, in management- 
matters. Beyond 


amenities, we do not think you have to 


observing the 


go much farther with the union repre- 
sentatives you meet. They are “pros” 
and your charm and logic is not going 
to make either a lasting or fleeting pro 
management impression on them! 

Due to his professional contractual 
relationship with top management, the 
consultant will have a 
thought not usually accorded an 
ployee, regardless of how high-sounding 
his title; regardless of his position on 
the organization chart. Unless he is 
chairman or board president, his think 


freedom of 
em- 


ing and decisions will probably be gov- 


erned, or at least colored, by the 


Continued on page 19 


A Check Chart for Promotions 


ERNEST W. FAIR 


NE OF THE TOUGHEST assign- 
ments that may face an office execu- 
tive is to decide which one of several 
employees is to be selected for a forth- 
coming promotion. Aside from the de- 
sire to be as fair as possible, he must be 
certain that the best possible man or 
woman from the standpoint of value to 
the firm, will be selected. 

Here’s a method which has been used 
by executives, who employ a_ pro- 
motion cheek chart such as that shown 
in the illustration on pages 78-79. Each 
factor is balanced for the individual 
under consideration, as to positive pos- 
(yes), uncertainty, and nega- 
tive or failure to possess (no), the de- 


session 
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sired quality. ‘l'wo points are scored 
for each check in the first column and 
one for those in the second (none for 

The totals 
arrived at, for each employee checked, 
serve to spotlight the individual possess- 
ing the best potential for the new staff 
position. 

The points to be checked may vary 
from one executive to another. We have 
selected herewith 50 of those which have 


negative checks). various 


appeared most often in a number of 
such lists. The reader may use all or any 
number since different factors will apply 
to different positions under considera- 
tion. 

See chart on next page—} 
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Keeps quality of present work exceptionally high, day in and 
day out, 





Is continually improving his_2 or her knowledge of the business. 








Knows what to do in ave ations without being told. 





Has always been willing to abaee in unpleasant work or unpleas- 
ant aspects of the job of other employees. 





Is good at routine; has shown a knack for following established 
policies, 





Is not fixed in his or her ways of doing things and has shown 


1e4tL- CBP ietede ck, Bait atitede 





Has the ability to learn new methods and has shown positive in- 
terest in doing so. 





Has demonstrated orderliness in hi psent work, 





Possesses adequate knowledge » detail on the present job, 





Has shown a definite interest in receiving a promotion and want- 
ing to advance in the company. 





Requires a minimum of instruction for any ordinary work as- 
signment. 





Can think things out. Does not need minute detailed explanation 
of what to do on every assignment. 





Has shown no inclination to “goof off” at the job now held. 





. Has a good record of past work performance, not only with our 
eri ' with previo amniovers. 





Takes good care of his or her personal health in private as well 
hr it: iob. 





Has a record on the present job of a minimum of errors of judg- 
ment, 





ithout close su pervisio n 





or ¢ : : ork failures or errors. 





Has a general attitude of cheerfulness at the present job and 
with other people. 





Shows seriousness at work; itndulges ina minimum of horseplay. 





an 00 ne nrescen on no nf ' mental strain 





Demonstrates eee with others in connection with work; both 
ROSS AnOVe ang mo lovol 





Is able to pro-rate his or her energies and maintain top efficiency 
hroughout the day 





Has demonstrated a positive interest in the business in the past. 





Has demonstrated loyz o the firm in the past. 





. Knows how to get along with supervisors on the present job, 





Possesses the ability to concentrate on a given problem and solve 
it effectively in a minimum of time. 
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© 31. 


Seeks and does additional tasks connected with the job without 
their being assigned directly. 


Is respected by the men and women with whom he or she has 
worked. 


Can stand criticism from superiors as well as fellow employees 
without being hurt or showing resentment. 


Is naturally pleasant and cheerful off the job. 





Is willing to accept responsibility when things go wrong on the 
job. 

Has entirely pleasant personal habits and traits. v 
Is settled in his or her personal life at home and in relationships 
with others, or , 
Is able to work with and get along with both sexes among em- 
ployees and customers of the firm. 

Has no fixed prejudices in personal thinking. 


Has learned all of the basic fundamentals of the present job and 
shows possibility of doing so easily on the job under considera- 
tion. 


Has full appreciation of the principle that the firm must make 
a profit and of how that is pessible. 

Lives within his or her means and successfully manages money 
problems on his or her present income. 


Has the necessary background and education to handle the next 
step up the ladder, 


Had developed good outside interests in life to offset any job 
tensions which developed. 


Has demonstrated willingness to help others who lack his or her 
own capabilities. 


Has demonstrated self-confidence and assurance both on and off 
the present job. 


Has refrained from obvious “apple polishing” to make up for ad- 
mitted shertcomings. 


Has expressed confidence in the firm being a fine institution. 


as shown no signs of unstableness in political or economic 
thinking in the past. 






TOTALS 


Your firm might never be able to do it, but 


you'll like this story of how office employees 


Contributed Money for 
A New Office Building 


MICHAEL M. DOLNICK 


National Society for Crippled Children 
and Adults, Inc., Chicago. 


ea YOU approach your em- 
ployees to solicit funds for the econ- 
struction of your new building? Most 
executives would answer the question 
by advising, “Don’t do it!” 
monetary gain is more than offset by 
The 
asking employees to help finance a pro}- 
ect of their own company is a foreign 


sinee the 


employee resentment. concept of 


one to commercial organizations. It is 
not uncommon, however, edu- 
cational institutions, health and welfare 
agencies and other not-for-profit cor- 
porations. Female employees of a col- 
lege library may be asked to “purchase” 
the ladies’ lounge. Employees of re- 
ligious and charitable organizations may 
be the first to be approached when funds 
improvement of 


among 


are needed for the 
their own working premises. The prece- 
dent exists for solicitations of this type 
and the hard pressed agency usually 
does not overlook any prospects. 

It may be that nonprofit organi- 
zations justify this practice because the 


80 


financing of their construction pro- 
problems par- 
ticularly in relation to mortgages. To 
previous fund 
substitute for 


accounts 


grams presents special 


a mortgage 


history is no 


company, 
raising 
receivable. 
companies are reluctant to 
intangibles, and the 
health and welfare agency in particular 


inventories and 
Mortgage 
loan money on 
is not regarded as an ideal risk. 
Pledges to contribute to a charitable 
organization for a capital fund drive 
are acceptable to certain mortgage 
though 
pledges used as collateral are heavily 
discounted by the lending institutions, 
nonprofit organizations utilize the 
pledge as a source of financing because 
other avenues are not open to them. 
When the National Society for Crip- 
pled Children & Adults was confronted 
with the problem of raising $450,000 
for the construction of a building for 
their. national office, the decision was 
made to invite the employees to par- 


houses as. @collateral. Even 
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Keyed to people who count 


If any adding-subtracting machine ever looked, and performed, like a thoroughbred 
well, we wager everyone who counts will agree—it’s this Burroughs Ten Key. 


Note the fresh beauty of design. Added speed and cushioned quiet operating ease, too, 
are inherent in the new “ BalanceTouch” keyboard. Other new extras: minus amounts 
and credit balances printed in red, and totals that automatically pop right up where 
you can see them. And, of course, you get Burroughs dependable, quality- 

engineered performance year after year after year. So much so that this 

Ten Key literally pays for itself over and over and over again. 


Free trial? Just phone our nearest branch or dealer. Convincing and ne 
then some! Burroughs Corporation, Detroit 32, Michigan. 


“*Burroughs’’— Reg. TM 


Burroughs Ten Key adding mnackino 


For More Information Circle No. 214 





ticipate in the fund raising campaign. 
The method of approaching the em- 
ployees was carefully considered and 
discussed. The following account of a 
novel, or at least unusual, fund raising 
campaign may be of interest to other 
urganizations having similar problems. 

The chairman selected for the office 
campaign was an employee of long ten- 
ure, well known and accepted by both 
professional and non-professional staffs. 
Members of the executive staff 
not considered because, in spite of 
statements to the contrary, the element 
of implied pressure would have 
felt. The chairman told that he 
had a free hand in the conduct of the 
campaign with full cooperation of the 
executive director for any 
strange or unusual as they might be. 

A committee of eight staff members 
representing the various departments of 
the staff of 85 was selected. The com- 


were 


been 


was 


requests, 


mittee members were asked by the ex- 
ecutive director if they wished to serve. 


The manner of invitation was informal 
and the assembled group told of 
the general plan for raising the neces- 
sary capital from the public at large. 
The friendly air prevailing in the chief 
executive’s office at this initial meeting 


was 


set the tone for the campaign that fol- 
lowed, and each committee member ex- 
pressed a sincere willingness to be help- 
ful. A personal invitation to the boss’ 
office for a friendly chat was the first of 
the various incentives stimulating the 
committee into action. 
Committee frequent 
and were primarily brainstorming ses- 
sions for the development of ideas and 
It was decided 
immediately that the spirit of 
the campaign would be in a light vein 
and any serious note would be a by- 


meetings were 


the exchange of plans. 
almost 


product. The tone of the campaign was 
to be set by the brochure (you can’t 
have a fund raising campaign without a 
brochure). The chairman developed a 
brochure which 
bined miscellaneous nonsense with some 
information. Certain of the principles 
laid down in the brochure were as fol- 
lows: 


tongue-in-cheek com- 


Contributions are Voluntary. It is 
hoped that each employee will want to 
participate in the plan and have a per- 
sonal of our 
You are not required to 
give but are most certainly encouraged 


share in the construction 


new building. 


to do so. 


Pledges are Confidential. Only the 


Stockroom supervisor 
Rudolph Balek was 
awarded the use of 
the director's office 
while the director 
himself delivered the 
mail, Everyone 
waited on Mr. Balek, 
including the author 
who is shown pour- 
ing water at right. 
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Always higher 
in quality... 





§ RBEAND 


A Cellophane Tape | 


Clean- Easy To Use ~ Economical 


Only “SCOTCH” 
Cellophane Tape gives 


you the unique AIR 


CUSHION CORE... 
Look for it! 


This distinctive corrugated core on 
commercial rolls of “‘“Scotcn’”’ Brand 
tape is important to you. It keeps 
your tape in top condition for easy 
unwind, prevents bothersome “‘tele- 
scoping”’ and resultant waste of tape. 


The AIR CUSHION CORE 
is another exclusive quality 
feature of 


SCOTCH Cellophane Tape 


trademark of Minnesota Mining and Manufacturing Company 
#9 Park Ave., New York 16, N. Y. In Canada: P.O. Box 


For More Information Circle No. 162 
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TO THE MEN RESPONSIBLE FOR 


Telephone 


Communications in 


American Business 


We'd like to show you how a great 
many leading companies have improved 
their communications and — 
sizable savings with P-A-X—the “‘in- 
side’ business telephone system. 


P-A-X keeps your present switchboard 
and phones free for outside calls. Lets 
you make inside calls in a flash— 
OVER YOUR OWN PRIVATE TELEPHONE 
SYSTEM. And P-A-X sharply cuts tele- 
phone operating costs. 


Top firms in all industries save time 
and money with P-A-X—in fact, they 
tell us they’d be in a jam without it. 
Let us send you interesting case history 
studies that give facts and figures. 
Write: Automatic Electric Sales Cor- 
poration, 1033 West Van Buren Street, 
Chicago 7, Illinois. In Canada: Auto- 
matic Electric Sales (Canada) Ltd., 185 
Bartley Drive, Toronto. Offices in prin- 
cipal cities. 


SER & 
a Ad XxX business telephone systems 
AUTOMATIC < ELECTRIC 


Originators of the dial ttlephor 


* Pioneers in automatic control 


For More Information Circle No. 255 
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campaign chairman and the adminis- 
trative staff processing funds will 
know the amounts pledged. True vol- 
untary giving precludes any compar 
isons between staff members. 


Your gen- 
The 


duties of the members of the campaign 


erosity will be a personal matter. 


committee are to explain the plan, to 
encourage generosity, to stimulate en- 
thusiasm and to up the sealed 
pledge envelopes. 


pick 


Contributions of Your Friends are 


Welcome. Funds collected or pledged 
from non-employees will be listed as 
part of the pledge of the staff member 
who aequired the funds. By serving as 
an ex-officio fund raising chairman 
your friends and sympathetic 
public, your pledge can be 
with that of Julius 
Andrew Carnegie. 


among 
contused 
Rosenwald or 


The Goal is in Terms of Participa- 
tion. No dollar amount has been set as 
Our objective is 100% 
employee participation and if we have 
any goal at all in the back of our minds, 
that would be it. The amount pledged 
is not as important as the cooperation 
and enthusiasm of each employee. 

What is Meant by Participation? All 
staff members should feel that they per- 
sonally are paying for a part of the 
cost of constructing and equipping 
the new headquarters building. Each 
amount pledged, no matter how large 
or small, can be identified with a spe- 
cific item of equipment or material. 
To aid in this personal identification, 
an equipment and privilege list is at- 
tached. 

How Much to Pledge. Generosity is 
an individual and personal matter. No 
rules or standards for the amount to be 
pledged will be established. 

With these principles stated, there 
followed a series of fictional case his- 
tories to illustrate amounts that might 


an. office goal. 
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Dean W. Roberts, M.D., executive director, 
lighting the cigar of Rudolph Balek, stockroom 
supervisor, during the latter's reign as boss. 


be pledged by persons under given sets 
of circumstances. 
of the 

“Susie Q@ is a typist who wishes to 
participate in the building 

She is sympathetic to 
programs, strue- 
turally sound herself, and she realizes 
that the contribution will be deductible 
for income tax purposes. After review- 
her current budget and contem- 
plated expenditures which includes new 
piston rings for the boy friend’s hot 
rod, Susie decides she can pledge $1 
a month over the next three year period. 
Susie decides that her pledge of $36 is 
just what she wanted to give because 
this is approximately equal to the main- 
tenance cost of the watercooler where 
she spends lots of time. Susie encloses 
her $36 pledge in the sealed envelope 
with an inward sense of satisfaction 
and proprietary rights in the water- 
cooler.” 

The examples showed that the com- 
mittee and the society were aware of 
personal financial situations faced by 
real persons and the circumstances that 


An example of one 


ease histories follows: 
construc- 
tion program. 


construction being 


ing 


85 





would influence the amounts that might 
be pledged. 

The  kiekofi rally 
that the maximum number of employees, 
ineluding the travelling staff, would be 
present. Even the switchboard was shut 


was planned so 


down. The executive director addressed 
the group and explained the plans for 
the new building in general terms. One 


ot the members of the committee ad 


dressed the group on problems ot trans 


portation. 

The piece de resistance was an orig 
inal skit complete with a mimeographed 
program. This humorous skit was on the 
subject of architectural features, present 
and future. It illustrated the problems 
encountered by various key staff mem- 
bers in the 
tectural arrangements as_ contrasted 
with the “ideal” situation in the 
building. The idealistic approach eon 
tained an element of Rube Goldberg, 
Salvador Dali and the combined imagin 


present inadequate archi- 


new 


Executive director Roberts delivering mail to 
Jayne Shover, associate director, who at- 
tempted to operate the switchboard. 


No stalt 
member was immune from ribbing and, 


ative genius of the committee. 


in fact, the audienece’s response Was 
createst when the satire was directed to 
wards the top executive staff. Following 
the skit, the fund raising brochure was 
distributed and the assembled group was 
told that they would be visited by mem- 
bers of the fund raising committee who 
The 


sealed pledge cards were to be returned 


would distribute pledge cards. 


to members of the committee. 
Another gimmick was the tying in of 
the pledges with the 


For turned in a 
pledge, a bulb on the Christmas tree 


Christmas tree. 


each employee who 
would be turned on. Employees found 
it interesting on a day-to-day basis to 
watch the current 
terms ot 


status of the tree in 
lights lit. The 
meeting adjourned in an atmosphere ot 


number of 


amusement and cooperation. 
Throughout the campaign period last- 
ing one month, a series of four humor- 
bulletins distributed to the 
staff reporting on the campaign prog- 
These well as the 
brochure, were illustrated with cartoons 
by one of the members of the commit- 


ous were 


bulletins, as 


ress. 


tee. They were distributed personally by 
took the op- 
portunity to chat with each employee. 


committee members who 
In this way employee contact was main- 


tained by committee members even 
though no specific requests for pledges 
were made. By the use of the campaign 
bulletins, Christmas tree lights, fund 
raising brochure and a special closing 
event, the interest of the employees was 
stimulated without any feeling of pres- 


sure. 

The committee decided early in their 
planning that supplementary fund 
raising activities, if improperly handled, 
could have the effect of detracting from 
the primary effort. They decided against 
such coin containers 


minor devices as 
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when it must €& 
convey 
importance... | 


it should be on 


Atlantic Bond! 
a I 2 


Because first impressions are so lasting, it’s good business to use a paper 
that impresses prospects on sight with the importance of your message. 
That’s why so many leaders in industry look to ATLANTIC BOND. 
ATLANTIC BOND, the genuinely watermarked #1 Sulphite Bond, com- 
mands attention because it looks important, feels important, is impor- 
tant. It’s first in its field for sales because it’s first in performance. 
Impressions “take” better... look sharper, clearer. And ATLANTIC BOND 
is moisture-controlled for dimensional 

stability . . . assuring more accurate 

register on every run — no wasted 

time and effort on re-runs. 


Next time - and every time - you 
wish to convey at a glance the 
importance of your message, put 

it on ATLANTIC BOND! 


Reproduction Department, 
Harrington & Richardson, Inc., Worcester, Mass. 


EASTERN 


io ES 


ic BOND 
at C DUPLICATOR 
aT Cc MIMEO 
EXCELLENCE IN rolabato Pom ee 
FINE PAPERS Ati Lu C OFFSET 
PRODUCTS OF EASTERN CORPURATION, BANGOR, MAINE * MANUFACTURERS OF QUALITY PAPER AND PUROCELL PULP 
MILLS AT BANGOR AND LINCOLN, MAINE * SALES OFFICES: NEW YORK, BOSTON, PHILADELPHIA, CHICAGO, ATLANTA 
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May We Ath You a Personal Question? 


Does Your Desk Work 


For You or Against You? 
Werk Organize? 


Will Organize 
Your Work 





It Will Save You 
Time, Effort and 
Give You 
Well Organized 
Thinking 











On sale in all leading stationers 


and office equipment stores. 


Ask for Work-Organizer 


Write for Book Do NOT accept a substitute. 


“HOW TO ORGANIZE DESK WORK" 
on 10 day loan, or purchase 


Work-Organizers available in many materials and 
colors to harmonize with any color scheme 


WORK-ORGANIZER SPECIALTIES CO. 
DETROIT 9, MICHIGAN 











For More Information Circle No. 171 
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A model of the new 
office building of the 
National Society for 
Crippled Children & 
Adults. 


and raffles with frequent requests for 
small sums which so often arouse antag- 
onism. The principal goal was the col- 
lection of pledges for the capital fund 
raising drive and at no time was this 
objective overlooked. 

Only one special event was planned 
for the end of the campaign period. An 
auction of materials contributed by 
employees was selected because it was 
an activity which could be enjoyed by 
all and need not involve additional ex- 
pense to anyone. It was announced as 
an event without admission charge and 
with free refreshments. Entertainment 
and good fellowship rather than maxi- 
mum dollar amount was the theme of 
this final fund raising affair. 

No specific merchandise 
quested, but the ingenuity of the staff 
in uneovering miscellaneous objects of 
all descriptions made the auction a sue- 
cess. Objects ranging in value from 5e¢ 
to $24 were cheerfully given by the 
group and included such items as wed- 
ding gifts which had been unused for 
than 40 years, war souvenirs, 
homemade pastries, used washing ma- 
chines, inappropriate gifts of jewelry 
from discarded boy friends, and the 


was re- 


more 
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miscellaneous contents of attic and base 
ment. The extension of credit to all per-_ 
sons made the bidding spirited and the 
auctioneer set a fast pace to keep in- 
terest high. The auctioneer saw to it 
that employees in the lower salaried 
brackets had equal opportunity to pur- 
chase items they desired. Frequently an 
item was sold long before the bidding 
would have stopped, to give the mer- 
chandise to a person who could not com- 
pete with a higher salaried employee. 

The auction was a stimulus to the total 
vampaign effort. With all employees 
assembled in the presence of the lighted 
Christmas tree, an announcement was 
made of the number of pledges received 
and the campaign totals. The results 
were most impressive and shortly after- 
wards a group of additional 
were turned in. . 

One other feature of this special event 
was the awarding of three door prizes. 


pledges 


Presumably employee names were se- 


lected from a hat, but actually the 
winners were predetermined by the com- 
mittee. The first prize was the awarding 
of the chief executive’s office complete 
with secretary and push-buttons to the 
winning employee, He occupied the 


89 





office for a two-hour period while the 
chief executive performed the winner’s 
duties for a similar period. The pre- 
selected winner was the supervisor of 
the stockroom 


made the most of 


the opportunity by inviting his friends 


who 


for coffee, smoking cigars, pushing but 
tons, dictating memos and creating con 
fusion while the boss was busy delivering 
the mail throughout the office. 

The office, 
a door prize, the switchboard 
operator. It that the as 
enjoyed her tour of 
duty on the switchboard which included 
the eutting off of 


director’s also 


went to 


associate 
must be said 
sociate director 
several important 
phone ealls and many unimportant ones 
especially designed to challenge her 
equilibrium. 

the office is 
President’s room since the 


The conference room in 
known as the 
walls are covered with the portraits of 
the volunteers who have served as presi 
dent of the society. The third door prize 
portrait 


was the privilege of having a 


in the reserved for the 
next president. 


50-year-old 


frame 
This prize went to th 
employee 
staff. 


empty 


messenger, an 


greatly beloved by the entire 





Everyone enjoyed viewing his picture 
complete with stocking cap and muffler 
as it stared from among its distinguished 
company. The staff photographer was 
on hand to capture the full impact of 
the door prizes and the events were 
thoroughly covered in the society’s bul 
letins and releases. 


The 


from every standpoint. Out of 85 em- 


hews 


office campaign was a success 
ployees, 60 pledges were received for a 
total of $6300. The 


pledged would not he a 


average amount 
meaningtul 
figure since individual pledges were not 
the total 


amounts of the exeeutive 


and ineluded in would 


large 


known 
be a few 
group. 
The most significant suecess, how 
ever, was not the monetary one. It was 
the creation of a spirit of high morale 


vood feeling out of a situation 


and 
which 
extraction is entirely painless, but this 


unpleasant. No 


was essent lally 


funds left them laughing 
spite of 


solicitation of 
at the painful 
livhter pockets, office morale was higher. 


moment. In 


The campaign was an experience which 
was thoroughly enjoyed and which will 
be remembered by all employees. 


Funds raised through the sale 
of Easter Seals are used solely 
for the benefit of crippled chil- 
dren and adults. None of this 
money is used for capital con- 
struction. Only when contribu- 
tors specifically designate their 
contributions for the head- 
quarters construction program, 
may funds be used for that 
purpose. 


HELP CRIPPLED CHILDREN 
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with Cummins 
"do-it-yourself" 


plastic binding! 


* COMPLETELY AUTOMATIC DESK-A-LECTRIC PUNCH 








Handsome, colorful and durable, Cummins plastic adds “sell 
appeal’, longer useful life to presentations, sales aids and re 
ports. Pages lie flat, are easy to turn and easy to read. And 
Cummins now presents attractive ‘do-it-yourself” plastic bind- 
ing with safe and simple-to-set Cummins Punching and Plastic 
Binding Equipment for on-the-job binding when you need it 
Cummins Plastic Binding Material may be had in a choice of ten 
attention-getting colors in popular ring centers. For one, ten ora 
thousand copies, make sure they can be bound at a moment's 
notice, bound to sell . . . with Cummins \ 
Remember, Cummins is the nation’s leader in paper punchino 
equipment, and has been for more than 70 years 





or descriptive 
ning complete 

vs Plastic Material 
1g and Punching Equipment 


SEMI-AUTOMATIC SPEED BINDER DESK-A-LECTRIC PUNCH Cummins-Chicago Corporation 
Simplified binding made easier and Completely automatic performance i 
faster. Features dialed settings con- guar d. Eliminates hand punch 4740 N. Ravenswood Avenue 


venient plastic feed tray,and exclusive 9 ttlenecks, effort, pressure and 
automatic release pun n bind Speeds operation 


Chicago 40, Illinois 
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Duplicator Integrates 
Production Control 


aap CARTON of merchandise 
tor a single customer is the basis of 
our 


product ion control 


which has cut 


entire systeni 


warehousing space, 


bottle 
necks in the shipping department and 


speeded production, eliminated 
centralized our paperwork procedures. 


As a 


lamps and lampshades, we produce hun 


designer and manufacturer of 
dreds of products in many sizes and sell 


to variety store chains. To fill cus 


tomers’ orders for various quantities, 


originating at hundreds of points 
throughout the country, we have to pick 
each shipment from the various designs, 
an extensive range of prices and many 
color combinations. 

With the substantial increase in busi 
ness volume over the past three years, 
it became impossible to stoek such a 
multi-selection of items, in our present 
space. Adding to warehousing space, the 
most obvious solution, would have meant 


By GEORGE REISMAN 


Vice President 
Natalie Lamp & Shade Co. 
Paterson, N. J. 


second 


location, thereby 
overhead 


taking on a 
disproportionately increasing 
and sacrificing the company’s close-knit 
operational pattern. 

A ceoneurrent problem, resulting from 
the inereased volume of business, was a 
mushrooming 
sultant 


of paperwork with a re- 
slow-down in the assembly, 
packing and shipping operations which 
depended upon the smooth, speedy flow 
tickets. With different 
being produced at different points for 


of move forms 
the various operations, there arose many 
opportunities for errors in transcribing. 
A further 
sheaf of 


hindrance was the bulging 
forms that management had to 
search each time it wanted detailed in- 
formation on the status of a particular 


ore ler. 


We decided not to attempt a piece- 
meal approach, such as first tackling the 
warehousing situation, then trying to 


speed up assembly, finally designing 
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forms. Rather, our management 
took the time and effort to study all its 


new 


problems within one frame of reference: 
After 
our entire operations, trom 


integration. months of on-paper 


charting of 
sub-assembly of the produet to closing 
the books on an order, we had a compre 
which to 
changes and improve 


hensive picture with work. 
From here on in, 
ments were plotted in each department 
and on each operation with full knowl 
edge of the manner in which the changes 
would affect all other departments and 
operations. As a result, we were able to 
effect an overall tightening of produc- 
tion, shipping and billing at the sam 
time. Assembly time was speeded up, 
the need for more warehousing space 
was eliminated, the time between ship- 
cut, paperwork simplified 


ments was 


94 


All data on a cus- 
tomer's order are 
duplicated from one 
master to create all 
the forms needed by 
Natalie Lamp & 
Shade Co. for pro- 
duction, shipping and 
billing. The Ormig 
Selective Data Print- 
er is distributed by 
Copy-Craft, Inc. 


and human error eliminated. 
Under the 


key to 


new control system, the 
all operations is provided by a 
single earton of merchandise going to 
a single customer. Not only is this ear 
ton the packaging unit, but it is also the 
unit of production. This has permitted 
us to warehouse our products in sub- 
finished 


orders for a 


assembled state, producing 
direct 


specific number of cartons of specified 


products only on 


products. All items are produced and 
packed independently of each other and 
brought together in cartons at the time 


of shipping. The cartons are grouped 


into a partial or total shipping order at 
the time of shipment. 
We assemble only those products that 
are actually ordered. The warehouse is 
( tHaned pa 
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series of 
paper facts. 
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office sizes, has a uniform overall surface and correct bulk. 
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A Basic Description of the 


Operation of the IBM 650 


The Programming of 


An Office Computer 


WALTER R. MASON, Assistant Secretary, 


Home Security Life Insurance Co., Durham, N. C. 


tte IBM 650 is classed as an inter- 
mediate electronic data processing 
that in speed and 


capacity it falls between the 604 Elec- 
tronic Calculator (essentially a piece of 


machine, meaning 


equipment that is complementary to con- 
ventional punch card equipment) and 
the 700 series of large scale data process- 
ing machines. The basic machine, utiliz- 
ing punch cards for input and output 
and capable of processing only numeri- 
eal information, consists of three rela- 
tively small units, the 650 Console, the 
655 Power Unit, and the 533 Read- 
Punch Unit. The 533 Read-Punch Unit, 
resembling the 514 Reproducer in ap- 
pearance and size, is the means of en- 


96 


tering information into, and receiving 
from, the Like a re- 
producer, the 533 has a read feed and 


a punch feed but, unlike the reproducer, 


results system. 


there is no direct relationship between 
the two feeds as they operate independ- 
ently of each other. The input feed can 
read in a maximum of 200 cards per 
minute and the output feed can punch 
out a maximum of 100 cards per minute. 
Card columns to be read, selection of 
various types of cards being read, and 
eard columns to be punched, are de- 
termined by a control panel in the 533. 
This, the only control panel in the sys- 
contains familiar 
selectors, reading brushes, ete., and is 


tem, many devices, 
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Price quoted subject to 
change without notice. 


Don Herold booklet. 
cartoonist-humorist’s booklet, 
Learned the Verifax of Life,” 
and work-saving tips 
retaries on every 
“quoting” habit + 


Famous 
“How I 


has laughs — 
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wired much the same as conventional 
machines. 
After the punched holes in the ecards 
are read by the 533, the impulses rep 
those the 
Power Unit translates them 
from decimal numbers into the machine’s 
bi-quinary code. In manner the 
translator results 
from the bi-quinary code back to deci 
mal numbers for punching. In addition 
to the translator circuitry, the Power 
Unit contains the power supply for all 


units. Its tubes 


resenting digits into 


which 


pass 


655 


like 


circuitry converts 


many are a factor in 
air conditioning. 

The third unit, the 650 Console, con 
tains the caleulating units, control con 


The 


accumulate 10 


and drum 
caleulating 
digit 
can multiply a number by a 
10-digit 20-digit 
product, and can divide a 20-digit num 
ber by a 10-digit number for a 10-digit 
10-digit The 
control console is the operator’s means 


sole magnetic storage. 
unit 
numbers to make a 20-digit total, 
10-digit 


number to 


can 


make a 


answer and a remainder. 
of communicating with the machine. In- 
formation may be manually entered into 
the 
eontents of 


the console and the 
dis- 
played on the console’s lights for check 


machine from 


any location may be 
ing’ purposes. 

The 650 Console’s magnetic drum o1 
memory unit information per 
manently until erased by subsequent in- 
formation being recorded in the same 
location. The drum is a cobalt-nickel 
plated cylinder approximately 4” in 
diameter by 16” long, perfectly bal- 
aneed, which revolves 12,500 times per 
minute. The storage capacity of the 
drum is either 10,000 or 20,000 digits, 
10-digit ealled 
“words”. Accordingly, it can be either 
a 1,000 or 2,000 word machine with each 
word representing a 
location on the drum. 


stores 


arranged in groups 


specific 


The 


physical 
drum is 


98 


div ided 


in pairs, 


numbered 
numbered 00, 
through 19. 
bands bearing the 
L100 


into 20 or 40 bands 


two bands two 
bands 
Within pair of 
number, there 
the left-hand band 
through 49, and 50 in 


numbered 50 


numbered Ol, ete., 
each 
same locations, 
numbered 00 
the right-hand 
through 99. Therefore 
there are, in the larger model, 2000 lo- 


are 


50 in 


addresses numbered from 
(band 00, 00) to 1999 
(band 19, location 99) on the surface of 
the drum. 
called “buckets”, can contain ten digits 


eations or 
0000 locations 
Kach of these 2000 addresses, 
complete with an identifying plus or 


minus sign. 


S 84 
® C) BINARY BITS 


— 
ane 








This represents a 4. This represents a 9. 


Each decimal digit is represented in 
the bi-quinary 
digit comprised of two units ealled bits, 
the binary bit The 
code uses seven possible units of infor- 


bi-quinary code as a 


and quinary bit. 


mation two binary units and five qui- 
nary units, and derives its name from 
the two-five The binary 
bits have assigned values of 0 and 5 and 
the quinary bits have assigned 
of 0 through 4. 


combination. 


values 
Accordingly, the zero 
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binary bit in combination with the num 
ber 4 quinary bit indicates a 4. When 
the 5 binary bit is combined with the 
number 4 quinary bit, a 9 is indicated. 

This used in the arithmetic 
units, program register and the buffers 
(all of which will be described below), 
as well as in the operation of the console. 


CC de is 


On the console, digits are displayed in 
bi-quinary; each digit is represented 
by seven lights. 

To recapitulate, it can be said that 
on the surface of the drum are 2000 
specifically addressable areas each of 
which can contain ten digits with each 
digit represented by the positional re 
lationship to each other of two invisi- 
The fact that 
digit comprises two units, and only two, 
allows the machine to 


validity checks. 


ble magnetic spots. each 


make its 


own 


2000 
stored 


In any of the addresses or 
buckets 


steps or data to be processed. 


ean be either program 

There- 
fore some portions of the drum will be 
occupied by the while 
data 


processed, by 


program steps 
other 
that 
tables stored for use in the problem, or 


by intermediate 


portions are occupied by 
was read in to be 
results stored for sub 


sequent processing. In a given prob- 
lem, probably all of these conditions 
would exist with the exception of the 
stored tables since every problem does 
not involve table look-up. The machine 
always refers to the 
for its next 
get your 


drum 
How do you 
into the machine if 
it always automatically looks to itself 
for its next instruction? 


magnetic 
instruction. 
program 


The loading 


technique is a fairly simple process. 


Since some addresses contain instrue 
tions, the digit positions in those ad- 
dresses are significant. The two high 
order positions contain the operation 
code, the 8th through 5th positions con 
tain the address of the data to be acted 


100 


upon or the address to which data is 
being routed, and the 4th through the 
units positions contain the address ot 
next instruction. Here 
is a typical address containing an in- 


the machine’s 


struction : 


OPERATION DATA 


ADDRESS 


INSTRUCTION 
CODE ADDRESS 








65 | 0268 | 0010 











The operation code in the above ad- 
dress tells the machine to reset and add 
the lower accumulator, the data address 
telis the 
tion to be 


informa- 
0268 


machine to get the 
added from 
(band 02, location 68), and the instrue- 
tion address tells the machine to go 
to address 0010 (band 00, location 10) 
In address 0010 
there will be a program step telling the: 


address 


for its next instruction. 


machine what action it is to perform, 


where it is to obtain or place the in- 


formation, and where it is to look for 
its next instruction. 

A description of the arithmetical 
units, program register, operation reg- 
ister and data register (all parts of the 
650 Console Unit) are in order as it’s 
apparent that the processing of data is 
the result of an interaction between the 
arithmetical units, magnetic drum and 
register units. The arithmetical units 
are three: distributor, accumulator and 
one-digit adder. 

The distributor, -with a capacity of 
one word (ten digits and sign), acts 
as an intermediary between the drum 
memory and the Any- 
accumulator on its 


way to storage, or coming from storage 


accumulator. 
thing leaving the 
to the accumulator, must pass through 
the distributor. In doing so, the dis- 
tributor not only relays the information 
in either direction but also retains the 
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information in the distributor. Infor- 
mation retained in the distributor is 
available for repeated use and remains 
in the distributor until it is erased by 
the entry of new information. 

The accumulator, with a capacity of 
20 digits and sign (divided into an up- 
per section of ten digits and a lower 
section of ten digits) is a storage unit 
where the results of arithmetic caleula- 
tions appear. Numbers in the upper 
and lower units can, with certain limi- 
tations, be added or subtracted in 
dependently of each other. The split 
of the accumulator into two sections is 
important in multiplication and 
division each section is as- 
In conventional 
punched card equipment terms of refer- 
ence, the accumulator might be thought 
of as a counter, instead of a storage unit, 
there that the 
arithmetic operations are found. Ae- 
tually, addition, 
division 


also 
because 


signed a specific role. 


since it is results of 


however, subtraction, 
multiplication or takes place 
digit at a time in the one-digit 
adder, starting with the units position 
of the factors. 
in the distributor is to 
factor in the 


one 


For example, if a factor 
be added to a 
accumulator, the 
one-digit adder will add the units posi- 
tion of the distributor to the units posi- 
tion of the lower accumulator, storing 
the resulting digit in the units position 
of the lower accumulator. Should a 
carryover result from the addition of 
the units positions, the sum of the digits 
in the tens positions would automati 
cally be increased by one. The hundreds, 
thousands, ete., positions of the two fac- 
tors would be added in the same fashion. 
The one-digit adder also analyzes the 
signs of each factor and, if necessary, 
individual digits are complemented be- 
fore they enter the adder. The adder 
does addition, subtraction, multiplica 
tion and division—by adding. 


lower 
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To describe the register components 
of the 650, it is necessary to remember 
the significance of the digit positions 
in a drum address containing an in- 
The reads its in- 
struction from the address on 
the magnetic drum into a control unit 
called the The 
eram register receives the ten digits of 
instructions and transfers, on its first 
half-eyele, the operation code (the two 
high order digits) to the operation 
register, and the data address (digits 8 
through 5) to the address register. The 
operation register analyzes the opera- 
tion code and sets up the appropriate 
perform the operation. 
There incidentally, 44 two-digit 
operation codes. The address register 
analyzes the address and, if the opera- 
tion to be performed is arithmetical, the 


struction. machine 


storage 
register. 


program pro- 


circuitry to 


are, 


contents of the storage location specified 
by the address are read into the dis- 


tributor, and the operation begins. 
There are other types of operations 
besides arithmetical. These are logical 
operations which are specified by a data 
address. As soon as possible, the second 
half-cyele of executing an instruction 
begins. The operation and address reg- 
isters are reset, and the instruction ad- 
dress (digits 4 through 1) of the word 
in the program register, transfers to the 
address register, telling where to find its 
next instruction. In this half- 
evele the operation register is not used. 
In finding its next instruction, the ma- 


second 


chine is, of course, going to the next step 
in the program because it is a planned 
sequence of stored instructions that con- 
stitute a program for processing data. 

We can now introduce to our deserip- 
tion the input-output buffers, intermedi- 
ate storage of ten each 
which allow the machine to read, punch 
and caleulate simultaneously. The read 
buffer and punch buffer storage areas 


areas words 
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/ Production Machine):’ that's what they call it! 


4,500 to 6,000 


pieces per hour 


GATHERS 
OPENS FLAPS 
STUFFS 
MOISTENS 
SEALS 
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COUNTS 


r..Slashes costs 80% 


Mailers large and small term Inserting & 
Mailing a “production machine.” Means 
they count on | & M for heavy-duty, non- 
stop production at top speeds. Means no 
costly down time. Means long life, low 
maintenance. 

They profit, too, by | & M’s performance- 
engineered features. Vacuum-feed sys- 
tem handles coated, glossy or rippled 
stock. Postal indicia printer for first and 
third class mail is more economical than 
postage meter. Get the facts. See how 
you can increase mailing efficiency, re- 
duce your mailing costs. 
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The fabulous success of ‘‘addo-x”’ in 
the U.S. and 99 other countries is a 
tribute to matchless Swedish craftman- 
ship and extra features to be found 
only in ‘‘addo-x’”’—the adding machine 
with calculator performance. Lightning 
fast action, feather light touch, sym- 
metrically balanced keyboard, make 
“addo-x” the world’s most efficient 
adding machine. Ingenious design and 
most modern manufacturing methods, 
meticulous care in assembling and 
testing every machine, make “‘addo-x” 
the world’s most dependable adding 
machine. ‘‘addo-x” is your best buy in 
adding machines today. Let your local 
dealer prove it to you by demonstrating 
‘‘addo-x” in your office. Get more infor- 
mation by clipping this advertisement 
to your letterhead and mailing it to: 
‘‘addo-x inc’’—300 Park Avenue, NY 22 


o West turopeon 


quality product 
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From England comes the champion of 
office printers: the ‘‘Roneo 750°—— 
The quality of all-new ‘“Roneo 750” 
reproduction is so superior that even 
printers cannot tell the difference be- 
tween ‘‘Roneographing” and profession- 





al printing. Exclusive ‘‘Roneotronic’”’ 
process reproduces full tone photo- 
graphs without screening, can produce 
any office form to save time and money 
without sacrificing quality. “Roneo 
750” prints at high speed, is easy and 
clean to operate. No need to change 
pads——you use exclusive “‘Roneo Mul- 
tiple Silk Screen” and Semi-paste Print 





er's Ink in clean-to-handle lead tubes 
Hands never touch ink, not even when 

making a 25-second color change!— 
QO QO Clip this advertisement to your letter- 
head and mail for more information to 
“‘addo-x inc’’—300 Park Avenue, NY 22 


England 


0 West European 


quality product 
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The IBM 650 Magnetic Drum Data Processing Machine consists of three units, Drum and 
calculating components are housed in separate cabinets, one of which has a console. The third 
unit provides input and output facilities. 


are located on a non-addressable portion 
of the drum (an area outside of the 2000 
addresses or words). The read and 
punch buffers are associated, however, 
with specific addresses on the drum: the 
read buffer always with addresses 01 
through 10 and 51 through 60 of each 
pair of bands, the punch buffer always 
with addresses 27 through 36 and 77 
through 86 of each pair of bands. These 
locations (01-10, 51-60 and 27-36, 77-86) 
in each of the 20 pairs of bands are re- 
spectively known as the reading and 
punching areas of the drum. Informa- 
tion entering the drum must be routed 
to locations 01-10 or 51-60 of one of the 
20 pairs of bands and, likewise, informa- 
tion leaving the drum for punching must 
leave from locations 27-36 or 77-86 of 
one of the 20 pairs of bands. This spe- 
cial function of these specific groups of 
ten addresses does not limit their use- 
fulness for other purposes. When a 
sard is read by the 533 Read Unit, the 
information from the card does not pass 
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directly to general storage addresses by 
way of the translator cireuits of the 655 
Power Unit, but instead goes to the 
read-buffer storage. When the 650 itself, 
through a program, receives an instrue 
tion to read a card, the ten words in the 
read buffer enter the general storage area 
of the drum in addresses 01-10 or 51-60 


depending upon what band is designated 


in the program. As the read _ buffer 
empties into general storage, another 
card is read by the 533 loading the read 
buffer again and positioning another ten 
words for transfer into general storage. 

As you have undoubtedly surmised, the 
punch buffer works in just the opposite 
manner. Information to be punched does 
not pass directly from general storage to 
the 533 Punch Unit, but passes from the 
general storage areas into the punch 
buffer. From the punch buffer the results 
to be punched move to the 533 again by 
way of the translator circuits. 

The deseription of the basic compo- 
nents of the 650 is now complete with the 
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exception of the self-checking features 
incorporated in the machine to insure 
reliability of results. Briefly, there are 
checking associated with the 
reading and punching of cards, there 
are eontrol checks to detect non-existent 
addresses and operation codes, and to 
detect, timing circuitry discrepancies, as 
well as the validity checks mentioned 
earlier. Only the validity checks will be 
diseussed further and their operation 
and function will become clear in the 
simple problem we will trace through the 
system. 


devices 


TAtS INSTRUCTION OPERATION 


LOCATED IN: 


000! 
0002 
0003 
0004 
0005 7\ 


70 Read a Card 


Punch a Card 


Here are our read-in locations: 


090! Withholding Tax 
0902 F.1.C.A, 

0903 blank 

0904 blank 

0905 blank 

0906 biank 

0907 blank 

0908 blank 

0909 blank 

0910 blank 


Assume that the payroll for an or- 
ganization is prepared by a clerical staff 
using desk calculators. The payroll clerks 
figure the hours worked for 
ployee from the time records, the pay 
rates for the jobs are looked up, the 
gross earnings are multiplied, and the 
withholding taxes and social security are 
figured. In this hypothetical payroll only 
two deductions are ever made: with- 
holding tax and F.I.C.A. To arrive at 
each employee’s net pay, the payroll 
clerks add the two deductions to deter- 
mine the amount to be subtracted from 
gross pay. Now let’s take this last step, 


each em 
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(TO BE PERFORMED) 


65 Reset and Add Lower 
15 Add Lower without Reset 
20 Store Lower in Memory 


the simple addition of the two dedue- 
tions, set it up as a 650 problem, and 
draw a comparison between the 650 
operation and the clerical operation. 
The withholding tax and F.LC.A., 
which are punched in the same card, 
will be added by the 650 and the sum 
punched in a The program 
steps to accomplish this are stored in 
drum locations 0001 through 0005. We 
will select locations 01-10 of band 09 as 


locations 27- 


new card. 


our read-in location and 


36 of band 06 as our punch-out loca- 
tions. This would be our program: 


DATA ADDRESS INSTRUCTION ADDRESS 
(FROM ORTO) (NEXTINSTRUCTION) 


0901 0002 
0901 0003 
0902 0004 
0627 0005 
0627 0001 


Here are our punch-out locations: 


0627 
0628 
0629 
0630 
063! 
0632 
0633 
0634 
0635 
0636 


Sum of Deductions 
blank 
blank 
blank 
blank 
blank 
blank 
blank 
blank 
blank 


With the assumption that the 650 is 


already in operation, let’s see what is 


happening step-by-step and compare 


each step with the action of the payroll 
clerk. 
PROGRAM STEP 


No. 1—Address 000] 


(Read a Card). The payroll clerk would 
read the withholding tax that he previ- 
ously calculated and prepare to enter the 
amount on the keyboard of his desk eal- 
culator. The 650 transfers the ten words 


in the read buffer to storage locations 
0901-0910. The data address is shown 
simply as 0901 because only the address 
of the first word in the read-in area need 

THt 
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be furnished the machine. The instruc- 
tion “read a card” automatically indi- 
cates to the machine that a transfer of 
ten words is to take. place. As the trans- 
fer from the read buffer occurs, the 
next card will be read by the 533 re 
loading the buffer. The machine is di- 
rected to Program Step No. 1 by Pro- 
gram Step No. 5 (See the program). 
The contents of Address 0001 
into the program register and, on the 
first half-cycle of executing an instruc- 
tion, the operation code enters the opera- 
tion which that a 
card is to be read, and the data address 
enters the data register indicating where 
the card being read is to be stored. On 
the second half-cycle of the instruction 
execution, the instruction address enters 
the data register informing the machine 
that it should look in 0002 for its next 
instruction. 


are read 


register determines 


Step No. 2—Address 0002 
Add This is the 
equivalent of the payroll clerk adding 


PROGRAM 
(Reset and Lower). 
the amount of withholding tax on his 
ealeulator. It instructs 
add the 


the machine to 
lower accumulator 
address 0901 which contains the 
withholding The withholding tax 
moves from general storage Address 0901 
through the distributor to the one-digit 
adder which places the tax amount in 
the lower accumulator. Between the dis- 
tributor and the one-digit adder, how- 
ever, the tax amount passes through a 
validity check point. The validity check 
point the bi 
quinary language in which the amount 


reset and 
trom 


tax. 


looks for these errors in 
is expressed: no binary bit, two binary 
than 
quinary bit, no binary or quinary bits 
(blanks). If any of these error condi- 
tions exists, the 650 stops and an error 
condition is indicated on the 
Had the clerk encountered an unreason- 
able figure, he would have made his own 


bits, no quinary bit, more one 


console. 
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validity check. There are two more val- 
idity check points in the machine, one in 
the register units and the other in the 
output cireuits of the accumulator. With 
these, it is impossible for information 
to enter or leave the arithmetic units 
without being validated. Program Step 
No. 2 now refers the machine to address 
0003 for its next instruction. 

PROGRAM No. 
0003 (Add Lower Without Reset). Al- 
though the 650 does not have to read 
again, the clerk would read the amount 
of F.1.C.A. and enter it in his calculator 
to get the sum of the deductions. For the 
650 this program instructions 
to add the lower accumulator without 
resetting from Address 0902 in which 
F’.1.C.A. F.I.C.A. follows the 
same path as withholding tax, is added 
to the tax by the one-digit adder and 
the lower accumulator now contains the 
sum of the two deductions. This‘ step 
refers the machine to 0004 for its next 
instruction. 


STEP 3 — Address 


contains 


is stored. 


Program Step No. 4—Address 0004 
(Store Lower in Memory). Reading the 
figure from the desk calculator and re- 
cording it by the payroll clerk would 
undoubtedly be thought a single opera- 
tion. Actually his eyes must flash a 
message to his brain before his hand can 
write. In like manner the 650 must move 
the answer to its “brain”, the magnetic 
drum, preparatory to recording it. In 
Address 0004 are instructions to store 
the lower accumulator in Address 0627. 
The sum of the deductions moves from 
the lower accumulator through the val- 
idity check point and the distributor to 
drum Address 0627, a punching loca- 


tion. (Addresses 27-36 and 77-86 in any 


pair of bands are punching addresses. ) 
The next instruction Pro- 
eram No. 4 is 0005. 

ProGrRam Strep No. 5—Address 0005 
(Punch a Card). The clerk would re- 


address in 
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AUTOMATION 
iS OUT OF 
THIS WORLD 


Monroe AUTOMATION is “down to earth’ — 
on the desks of... 


MT way ts Se 
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A cellulose chem 
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Rad 
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Top American companies like these are ever , 
on the alert to benefit from improved methods and equipment. FSVLVANIA 
Today in their offices Monroe Automation afer 

is setting new speed standards for figurework. The amazing new 

Monro-Matic® Duplex Calculator answers several problems simultaneously. 

It actually adds as it multiplies, adds as it divides, 

and by storing individual answers, automatically eliminates 

the time-consuming addition or subtraction of results when the (—) 
final answer is needed. 


© 

/ / 
Figurework time 
has been measurably See the MAN from MON RO E 
ue, CALCULATING 


xX) ADDING 
Write or telephone Monroe Calculating Machine Company, Inc. Ma sall 


reduced for hundreds 
of companies, large and small. This can apply to your business. 


ACCOUNTING 


General offices: Orange, New Jersey. Offices throughout the world. DATA PROCESSING MACHINES 
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cord his answer. This last program step 
tells the machine to punch a card getting 
the ten words of information from the 
ten addresses beginning with 0627. Lo- 
cations 0627-0636 move from the drum 
to the punch buffer as reading and 
punching operations always shift ten 
words regardless of whether some of 
them are blank. From the buffer through 
the translator cireuits, the sum of the 
deductions moves to the 533 for punch- 


(6 \J 


fice 


waker 
upper! | 


= PITNEY-BOWES 
MAILOPENER 


waa  PITNEY-BowEs, INC. 
“S" 3463 Walnut Stréet, Stamtord, Conn. 


.. originators of the postage meter. ... 
offices in 101 cities in U.S. and Canada. 


ing. Meanwhile, the 650, following the 
instruction Program 5, has 


proceeded to Address 0001 and is caleu 


address 1n 


lating the next card even before punch- 
ing is completed. 

This sample program is, of course, un- 
realistic in that it is merely a segment 
of a program: the addition of two fig- 
ures. If it seems that the machine’s oper 
ation is complex compared to the sim- 
plicity of the clerk’s actions, remember 


That’s the MailOpener! Because 
it gets the morning mail opened and 
distributed earlier. Result: less time 
lost waiting for mail; the whole office 
gets a head start on the day’s work. 
e APB MailOpener snips a hairline 
edge off envelopes as fast as they 
can be fed. Much faster than a steno 
with a stiletto! Opens every size 
and thickness of envelope, leaves 
contents intact. Safe, neat, quiet. 
Hand or electric models for every 
need. Even the smallest office can 
benefit from a MailOpener. 

e Free trial: The nearest PB office 
will gladly put a MailOpener in your 
office for a free trial. No PB office 
near? Then write for free booklet. 


FREE: Send for handy desk or wall chart of Postal Rates 
with parcel post map and zone finder. 


For More Information Circle No. 224 
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that the machine can only do what it is 
told and its course must 
uously specified if it is to produce cor- 
_Trect results. Remember that the 
machine is executing program steps at 
generally 


be unambig- 
also 


speeds measured in milli- 


seconds. 

Although the above program example 
is a simple operation, it illustrates not 
only the interaction of the machine com- 
ponents but also the step-by-step prin- 
ciple on which a program is built. It 
does not illustrate one feature of the 650: 
the ability to make a yes or no decision. 
This is achieved through several opera- 
tions known as branching codes. If a 
certain condition (a non-zero balance, 
a minus balance, ete.) exists, the machine 
follow a different routine than it 
would follow if such a condition did not 
exist. In other words, in any given pro- 


can 


cedure there are no exceptional cases 
which must be processed separately be- 
cause the proper action, for what would 
usually be thought of as an exception, 
is built into the program along with the 
proper action for the normal eases. 

















‘aoe 


“They made me clean out my desk.” 
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the streamlined way 


for immediate communication 


re 


-pkshek Code Call ‘tec 


With the Code Call Transmitter at the switchboard, the 
busy operator need no longer waste time locating per- 
sons away from desk or bench. She just presses the 
button on the Wheelock Code Call and a numerical 
code sounds off throughout the plant. The person be- 
ing paged then responds via the nearest telephone. 
The Wheelock Code Call is easy to install with any 
desired combination of chimes, bells, horns and other 
signalling devices. Write for Bulletin 4B-8. 


Signal 


Engineering 


W'\f 
& Mfg. Co. has (Wheelock SIGNALS 
changed its : 


"Gane cane 
name to 
om For More Information Circle No. 
Eliminate 
Dangerous, 
Messy 


Wires 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
In Lengths of 4, 5, 6 and 10 ft. Also Spe- 
cial Lengths, No Installation Necessary. 
Write for FREE Circular O-ED57 


CMG INDUSTRIES ° IDEAS, 
615 South 2nd St., Laramie, Wyoming 


INC, 
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A man is judged by his letters 
(And so is his company) 


After all, a business letter is a proxy you send to speak for 
you and your company. 


If it looks neat and efficient, then you do. 

But if it looks sloppy—with a sprinkling of faded, broken 
characters—it can make a very poor impression. 

That’s one good reason why you should trade in your 
old typewriters on new Royals! 

Why Royals? Because Royals make a sparkling print-like 
impression on paper. And keep on doing it after most other 
typewriters have given up. 

And surprisingly enough, new Royals will probably save 
you a whole pot full of money. First, typists prefer them 
(about 2 to 1 over the next three makes) because they’re 
easier to operate. So they’re good for morale. 

Secondly, because they require so little servicing, take 
less time out for repairs. 

From now on, why not be sure your letters make the 
best impression. Call in your local Royal Representative 
and figure out a trade-in program. A program that will tell 
you just when it will pay you to trade in your old typewriters 
for more efficient Royals. 


ROY, L standard 


electric « portable e Roytype® business supplies 


World’s Largest Manufacturer of Typewriters — Royal Typewriter Co., Division of Royal McBee Corp. 
For More Information Circle No. 213 
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MEAD PAPERS 
ARE WRAPPED 
FOR THE PROTECTION OF THE 
OPERATOR OF A SMALL PRESS 


1. When you open the Mead moistureproof wrapping, just pick the paper out 
—no turning, no flopover. It’s feltside-up, ready to place on the lift and print. 


Your job is made easier. 
2. Each package is easy to identify, clearly labeled as to color and type. 


Whatever paper you need, whether bonds, offsets, ledgers, duplicators or 
mimeos, you can get it all, and wrapped to save labor, from Mead, Papermakers 


to America. 


Sales Offices: 


THE MEAD CORPORATION 8 Wet ri Set 


Dayton 2, Ohio 


Papermakers to A : New York e Chicago 
F takers to America pape rs eeen iinet 


Philadelphia 





For More Information Circle No. 362 
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This Is About Nothing and 
It Proves That 


People Are More Important 


Than Anything 


WILBERT E. SCHEER 


Personnel Director 
Blue Cross — Blue Shield, Chicago 


HE ACCUMULATED EVIDENCE 

of many years justifies the com- 
monly accepted belief that the value of 
punched ecards and their use lies not 
in the cards but in the holes that are 
punched therein. 

The pertinent information, is in the 
which normally run to 10% 
of the card. Since this percentage of 
the card is actually removed by the 
keypunch and thrown away, it be- 
hooves us to question the necessity of 
the remaining 90% of the card itself. 

The question as to whether the card 
holds the holes together or holds them 
apart is purely academic and can there- 
fore be disregarded. 

Because it is the holes which are im- 
portant it would seem advisable, under 
this new theory, to dispense with the 
eard, or what is left of it after the 
required holes have been made. Work- 
ing solely with holes has many advan- 
tages, all of which are so obvious that 
it is amazing that some of the machine 
people have not considered this revo- 
lutionary idea before. 

Tossing aside the leftover cards, and 
using only holes, has the following ad- 
vantages. It would: 

1. Provide complete flexibility of op- 
eration. The pattern of holes could be 
adjusted and rearranged at will. 


holes . 
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2. Make possible tremendous savings 
in supplies. It would be 
to purchase only the required 
Think what this would mean in elimin- 
ating packing and shipping problems. 

3. Eliminate filing costs. Nobody has 
for filing 


necessary 
holes. 


anything on the market yet 
holes. 

4. Of course, keypunch machines and 
would be completely 
pur- 
over 


their operations 
eliminated 
could be 


once 
and 


since these holes, 
chased, used over 
again. 

5. Since all tabulating machines 
would be operating with nothing 
(holes) these also could be placed in 
the non-essential category. 

We now arrive at the advanced 
theory that nothing (holes) is some- 
thing and that something (card) is 
nothing. This is not easily understood 
except by people who have spent many 
years convincing their bosses that they 
are working when actually they have 
nothing (holes) to work with. 

In any event, under this theory the 
essential ingredient for doing a job 
of machine accounting will not be ma 
terial, or money. The one factor that 
remains is the one we'll never be able 
to do without—people!—From an ad- 
dress before the Chicago Chapter, Na- 
tional Machine Accountants Assn. 





Inventory Is Kept More 
Accurately and Cheaper by 
Bookkeeping Machines 


J. H. LEACH 


Production Office Manager, 
The Upjohn Co., Kalamazoo, Mich. 


ECAUSE we are a manufacturer of 
pharmaceuticals, some of the terms 
sound strange to 
so, pay no attention to them. 


we use may you. Ii 
Our own 
peculiar lingo is of no special impor 
tance; it is the basie system that counts. 
manufacturing 
fundamental part of 


In any company, a 
production eon 
trol and planning consists of comparing 
the allocation of 
the actual 


raw materials against 
such materials, for 
any given manufacturing process. Un 


usage ol 


less the planned and actual usage are 
compared continuously, there can be no 
real 
accuracy in 


control over production, and no 
determining standard 


terial amounts for standard products. 


ma- 


There is also the ever-present problem 
of controlling the actual 
inventory. 


raw material 

We have been successful in combining 
raw materials allocation versus usage, 
and actual inventory, on the same ledger 
eard. A machine method of posting the 
information insures the absolute ac- 
curacy essential to both phases of the 
system. Approximately 35,000 postings 
are made each month to about 3,000 
ledger cards. 

A ledger card of this kind (see 
page 122) is used for each department 
as well as each kind of material. If a 
particular material were being used in 
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ten different departments, there would 
be ten ecards for the same material. We 
shall explain more fully how this works 
out further on. 
There are five basic entries affecting 
this ledger card: 
lL. Original 
2 


material. 
Preposting of material allocated. 


receipt ot 


Postposting of actual usage. 


. 
4. Requisitions. 


5. Losses and gains. 

The Prepost Allocation column on the 
ledger card is actually used for posting 
not only allocations, but other activities 
such as receipts, requisitions, losses and 
gains. However, any additions to inven- 
tory appear in red so that they stand out 
distinctly from actual allocations of ma- 
terial. A full deseription is typed in, 
and the lot number is shown for all re- 
ceipts and material used, so there is no 
possibility of confusion. We could use a 
separate column for each kind of trans- 
action, but it would make the ledger ecard 
wider than we want it to be. 

The incoming amount, then, is posted 
as a receipt, in red, in the Prepost Allo- 
cation column. The actual procedure is 
to pick up the old ledger card balances 
on a tape at the left side of the machine, 
type the lot number with the machine’s 
electric typewriter, the date is auto- 
matically posted, and the amount re- 
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SORRY MAC, : 


DION'T I ORDER 
SOME MORE! 
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INVENTORY CONTROL SYSTEM 


JOE, HAVE J YEP! HOW MANY Know what you have, where it is and when you 














YOU GOT ANY 


4144'S 2 DO YOU NEED? will need more! Regardless of the size of 


CL SEND...ETC, 


your business, inventory control enables you to 
get faster, more dependable results with 
substantial savings in work, time and money. 


Ask the man from Acme to show you samples. 





ACME VISIBLE RECORDS, INC. 


CROZET, VIRGINIA 





DISTRICT OFFICES AND REPRESENTATIVE N PRINCIPAL 


~ 
ACME VISIBLE RECORDS, INC., Crozet, Virginia 


(0 Send us more information on Inventory Control System 
(0 We are interested in Acme Visible equipment for. 


0 Have representative call. Dote__ a 


Company. itlieitanigieeeiitiias cnn 
Address. 





e For More Information Circle No. 259 
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ceived is entered. The machine automatic- 
ally actual Inventory 
balance. 

Incoming material is sent to the de- 
partment which uses it the most. Other 
departments requisition from the parent 
department for that material. 

All of our products are manufactured 
to standard specifications but, as in most 
companies, there are where 
variable quantities of materials are used 
to arrive at the end product. The produc- 
tion office determines the need for semi- 
processed and finished products—that is, 
it plans production. The pharmaceutical 
office then makes up a work ticket, which 
is actually a recipe containing all the 
ingredients, and quantities. 

Allocated materials are preposted di- 
rectly from these work tickets. A full 
description of the entry is typed on each 
ledger card affected. Amounts are entered 
in the Prepost Allocation column, in 
black, and the Accumulated Allocation 
is automatically increased by the ma- 
chine. 


inereases the 


instances 


The work ticket, after being used for 
the actual manufacturing process, comes 
back to us. It shows the actual usage of 
each material and it is again used as a 
posting medium, this time for actual 
usage. After picking up old ledger card 
balances, the lot number is typed, date 
prints automatically, and the amount is 
entered in the Postpost Actual column. 
The Accumulated Allocation is reduced 
by the amount that was originally 
planned to be used. The machine auto- 
matically increases the Total Uses for 
Month balance, and reduces the Inven- 
tory (last column) by the 
amount actually used. Amounts planned 
and actually used are ticked off on the 
ledger card. 


balance 


As mentioned earlier, each department 
is charged with each kind of material it 
receives. Requisitions are entered in the 


Prepost Allocation column and auto- 


matically reduce the inventory balance 
of that material in that department. The 
amount is also posted as a receipt, in 


red, on the ledger card for that particu- 


Standard typewriter- 
bookkeeping ma- 
chines control the 
inventory procedure 
of the Upjohn Co. 
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WRITING TIME CUT 50% WITH 
A MOORE REGISTER FORM 


are 








OL rommmmet ates 
es 


werent This manufacturer found efficiency and short cuts in a 
en eer Shipping System that eliminates peak-load bottlenecks 


Once four separate writings had to be made to pre- 
pare the Memo Billing and Shipping papers. This was 
time-consuming and wasteful and there were possibil- 
ities for transcribing error. The new Moore system 
introduced smooth work-flow with other advantages 
like accuracy, speed, positive control and savings. 
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6 PART REGISTER FORM HANDLES ALL OPERATIONS 
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DELIVERY 
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EXPRESS RECEIPT —__——) 
WAYBILL 
FACTORY 2 
copy | 











INVOICE R te 
MEMO 
PACKING SLIP 
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¥ 











The form gives . . . in one writ- 


ing... all the information or 
instructions needed for merchan- 
dise shipment—Memo Invoice, 
Label, Packing Slip, and forms 
for express, parcel post, or truck. 


It does every job needed .. . even One writing . 
to collecting money on C.O.D. speeds the work 
orders. Faster shipments are as- reduces errors 
sured ...no rewriting required at 
any time. Consecutive numbering 
gives positive numerical control 


. on one form 

It saves time and 
Peak shipping pe- 
riod jams have been completely 
eliminated in Shipping. Writing 
time saved is 50% of former way 
Whatever the need, the Moore man can design the form that 

makes your system work best. Look him up in the Classified, 
or write to the nearest Moore office below. 


MOORE BUSINESS FORMS 


Niagara Falls, N.Y. * Denton, Texas * Emeryville, California 


Since 1882 the world’s largest manufacturer of business forms and systems 
Over 300 offices and factories across U.S. and Canada 
For More Information Circle No. 258 
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RAW MATERIAL ALLOCATION 
AND INVENTORY 














}2256 
SP 4% 
SP \0% 
SP 1% 
=P \8% CHERACOL 
Her 20%6 SPECIAL FORMULA 11750 RED 
jocT_ 6% REQ. BY #2i~! . 
oct 1% 
oT 8% 
peT 95 REQ. BY #2I-I 
fect \2.6 | LOSS 

| 


| 





4Q000.00 
40,000.00 


2000002 2,000.00 
2000002 2000.00 


8Q000.00 

12000000 
2,000.00 
4,000.00 

15,000.00 

17.000.00 

12000.00 

39,900.00 

40,000.00 


| 105,000.00 
103000.00 
101,000.00 

60,100.00 
$0000.00 


| 15,000.00, 


20,909.00 
10000 


—_+——_+ 


Raw material allocation, actual usage and amount in inventory are shown on the same 
ledger card. Accumulated allocation, total usage and balance are automatically computed 
by machine. 


lar material, for the department re- 
ceiving’ it. 

We have a problem that deserves men- 
tion because it occurs in some other busi- 
well. We use three different 
systems of measurement: avoirdupois, 
metric and fluid. Materials are shipped to 
the department where they are needed 
most, and measured under the system 
they use. When a department using an- 
other system requisitions material from 
that department, a conversion must be 


nesses as 


122 


made. 

Corn oil, for example, is purchased 
by Department 27 (Fluids) in pounds. 
Their check card (bin ecard) shows 
pounds. When Department 34 (Sterile 
Products) asks for a 420-pound drum of 
corn oil, a conversion is made and they 
are charged with 207,535 cubic centi- 
meters. Our machine operators make the 
actual conversion. 

Our pharmaceutical department con- 
verts all amounts on work tickets 


THE Orrice—April, 1957 





Can you see your company image 
in your present letterhead paper? 


Public relations starts with your let- 
terhead — your most frequently used 
means of communication. Are you satis- 
fied that yours truly reflects the integrity 
and position of your company? 

New brighter, whiter WESTON BOND 
excells in brightness, whiteness, opacity, 
texture and finish . . . in every way ex- 
cept in cost. Your letters will look clean- 
er, neater, more impressive against the 


background of its brilliant whiteness and 
cotton content quality. 

Ask your printer to use brighter, 
whiter WESTON BOND on your next 
lot of letterheads ...or write for 
sample book and make your own com- 
parison. Address Dept. OF, Byron 
Weston Company, Dalton, Massachusetts. 
Makers of Fine Papers for Business 
Records Since 18638. 


For More Information Circle No. 168 
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From Copy to Press in 20 minutes 








Save up to 70% on Line and Halftone Negative Costs, too! 


If you make your own negatives twice the capacity of an 11” x 
on a Kenro “Vertical 18” camera 14”, has more usefulness than a 
you can speed offset duplicator 14” x 17” camera. 


production 5 to 50 times. This Simplified controls and automatic 


compact unit handles film or 
photographic paper up to 14” x 
18” in size. In practical form sizes 
it equals a 16” x 20” camera, has 


timer make it easy for anyone to 
use. Precision construction and 
finest Goerz lens assures sharp, 
accurate, high quality negatives. 


Write for Bulletin 56 which gives full 
details, all applications and shows ex- 
actly how a Kenro “Vertical 18” can 
improve your duplicating procedure. 


KENRO GRAPHICS, INC. 25 Commerce St. 
Dept. F, Chatham, New Jersey 


s |} 
kero Vertical 18 camera 
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(which originate the great bulk of the 
posting work) to a pounds-and-ounces 
basis. This is not a big job for them, 
since most work tickets are standard and 
similar copies are used over and over 
again. Thus, we overcome the problem 


of “mixing apples and oranges,” for the 


most part, by making all conversions for 
each standard work ticket only once, so 
that they may be used indefinitely. 


After all material in a given lot has | 


been used, the actual check card (bin 
card), on which all requisitions and work 
ticket uses have been posted in pencil, 
is sent to the production office. Each 
amount requisitioned and used is checked 
against the Raw Material Allocation and 
Inventory ledger card. If everything 
checks out, a gain or loss for that lot 
is posted. 

A full description is typed, and the 
gain or loss is posted in the Prepost 
Allocation column. The machine auto- 
matically increases or reduces the in- 
ventory balance for the gain or loss. 

The job of raw materials allocation 
and inventory control—by 
name it is ealled—is frequently done with 
pen-and-ink methods. In fact, we used 
to have a manual system for the same 
general type of setup. By converting to 
a mechanized operation, we achieved the 
high degree of accuracy that this kind 
of work requires. It is easy for people 
to become indifferent when handwritten 
figures are used, particularly when such 
figures are “only a check on inventory” 
or “only for controlling production,” and 
are not easily susceptible to any real 
proof. 

The switch to machine methods cost 
us less than nothing. Three people, using 
three National 32 typewriter-accounting 
machines, handle the job in place of 
four people using pen and ink. The 25% 
reduction paid for the cost of the ma- 
chines several times over. 
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whatever 


eS 


MARK 


TRAOE 


the proven automatic 


Electric Stapler! 


You can’t beat STAPLEX for saving time and 
money in today’s Business. No other machine 
at any price handles such a huge volume of 
work with so little effort. 

Completely automatic, STAPLEX staples in- 
stantaneously upon insertion of work. Port- 
able, plugs in anywhere! Perfect split-second 
stapling every time. No tiresome hand or foot 
controls. . . . Both hands free to work with — 
simple, quick-set accurate adjustment up to 
4%" depth. Uses standard staples. 

Thousands in use in every type of business 
— get a free demonstration of STAPLEX doing 
your work, saving money for you, now! 


=Sroplex . .. the fastest... 


easiest . . . savingest way to staple! 


THE =<Sfoplex COMPANY 
775 Fifth Ave., Brooklyn 32, N. Y. 

(0 Show me STAPLEX in action! 

(0 Send me further information 
NAME 
COMPANY 
IID scccisininsciessiiemiaibsisiasianies 
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Responsibility Cannot 


Be Decentralized 


ECENTRALIZATION, “the indus- 

trial fad of the moment,” was chal- 
lenged by Matthew M. Gouger, vice 
president and director of personnel, Gen- 
eral Aniline & Film Corp., who believes 
the trend, in many instances, runs coun- 
ter to the tides of political and social 
concepts. “The average company’s ma- 
jor problems are with organizations that 
are moving toward further centraliza- 
tion and the development of highly 
skills. Our government is 
quite obviously moving toward central- 
ized control. The increasingly national 
character of organized labor, completely 
centralized in form, may require a highly 
centralized counterpart in industry to 
deal successfully with it,” Mr. Gouger 


specialized 


stated at the mid-winter personnel con- 





FOR ALL NOISY 
OFFICE MACHINES 


ference of American Management Assn. 
in Chicago. 
Often it also runs counter to efficiency, 
Mr. Gouger said. “Certain funetions of 
the organization can be more efficiently 
and effectively performed under central- 
ized eontrol and/or administration. As 
technological provide un- 
heard of 


innovations 
efficiencies, concepts of de- 
centralization need reexamination.” 
Such statements as “the local manager 
is the boss” and “authority and responsi- 
bility must rest with the boss who gives 
directions” rest on fallacy, Mr. Gouger 
asserted. ““While we imply the decentral- 
ization of both authority and responsi- 
bility, the facets are that responsibility 
cannot be decentralized. The American 
concept of business does not permit the 


It is wrong and costly to isolate machines! 


The trend is to locate expensive machines out in the open office... 


functioning as a part of a ‘work team.’ 


NOISE ills and distractions are corrected—with SOF'TONE. 


happier working conditions. 


© 1957 


—, 


sass 








near the media... 


Everyone enjoys healthier and 


Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


404 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 254 
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IF 


CAN 


Copy Anything Under Any 
Light—most work at one dial 
setting . . . 200-300 excellent 
copies per developer filling. 
Even, sharp, clear copies of 
these “problem” jobs: Every 
color ink, even non-carbon 
base; pencil, crayon, ball- 
point pens, too; fine details, 
spirit duplications, signatures; 
all papers, colored, opaque or 
two-sided. 


Distributors in Principal Cities. 
Regional Offices: New York, 425 
Park Avenue, PLaza 3-6692 - 
Chicago, 226 N. LaSalle Street, 
ANdover 3-6949 + Los Angeles, 
3563 Wilshire Boulevard, 
DUnkirk 5-2881. 





IT For More Informatio 
’ Circle No. 156 


COPEASE WILL COPY IT 





COPEASE CORPORATION 
425 Park Avenue, New York 22, N. Y. 
Box 0-4 


Gentlemen: I'd like to have a free 3-day trial of Copease in my office.......... 


Please send free literature 





Try this 


TESTING SHEET 


on your 
Di RECT PRINT 
COPY MACHINE 


for sharper, clearer copies 
Quality controlled texture of PATAPAR 
TRANLLUCENT PARCHMENT and uni- 
form translucency assure superfast trans- 
mission of the ultra-violet rays. The result 
is speedier operation and sharp, clean copies. 

Anything typed, printed, drawn or written 
on Patapar Translucent Parchment can be 
faithfully reproduced with today’s white- 
print copying machines. 

Write on your business letterhead for 
brochure of testing samples. 

Name of nearest distributor on request. 


r 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: 
West Coast Plant: Sunnyvale, California 
Headquarters for Vegetable Parchment since 1885 


New York, Chicago 


For More Information Circle No. 242 
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titular head of a company to pass one 
iota of responsibility on to his subordin- 
ates. Since the head of the company can- 
not delegate responsibility and since 
necessary controls must be provided to 
protect that responsibility, the super- 
visor’s authority will be inhibited to that 
extent.” 

This fallacy is better recognized by the 
front-line supervisor or the branch plant 
manager than by anyone else, according 
to Mr. Gouger. This knowledge “is dis- 
quieting to him and is destructive of 
confidence in upper-level leadership.” 

Some argue, Mr. Gouger noted, that 
the front-line supervisor will perform 
better when he has full authority, “but 
this is questionable. He recognizes his 
inability to grapple with all of the com- 
plexities of his job.” He should not be 
called upon to administer or be responsi- 
ble for functions he is not qualified to 
handle comfortably. “To argue that he 
can be trained or can operate with the 
aid of counsel is to argue that he can 
be assisted in the administration of 
medical attention, plead legal questions 
involving his people, negotiate labor 
contracts, interpret complex company 
policy, adjudicate grievances involving 
technical or legal complexities, to name 
a few.” 

Proponents of decentralization answer 
to the charge that lower levels of super- 
vision cannot be expert in all fields by 
saying that they can be developed only 
by clothing them with authority, Mr. 
Gouger said. “This thinking is parallel 
with those who years ago would teach 
one to swim by throwing him into deep 
water and letting him work out his own 
salvation. This technique was long ago 
abandoned for obvious reasons. If we 
start now in a program of executive de- 
velopment, we may in the next decade or 
two develop front-line supervision to the 
point where decentralization can be more 
nearly fact than fancy.” 
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New THOMAS Cost Calculator takes 


the guess work oul of any collating job! 


Now, for the first time, you can 
tell in a jiffy just how long it will 
take, how much it will cost, and 
what is the fastest and least expen- 
sive way to do the job. 

Whether you collate a lot or just a 
little . . . whether it’s by hand or 
with a Thomas Collator, this new 
cost calculator is sure to be a real 
help. Send for your free calculator 


y, ~ 
today. No obligation, of course! Yours 


i 


7g SS Cllseecs cite 


CLIP OUT AND MAIL NOW! 


Thomas Collators Inc., Dept. B 


rd 50 Church St., New York 7, N. Y. 
* 


Please rush me 


(] FREE Thomas Collating Cost Calculator 
P FOWNAS FREE Brochure on New Thomas Collators 


= 
0 
[] Demonstration at my Convenience 


(ditnees ene. | “e—_——. 


More in use than all SS cee 
other makes combined ADDRESS. : 


Copyright 1957, Thomas Collators Inc OE EEE 


For More Information Circle No. 167 
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use 


Type right Bin 








( SenTuEMEN, cue COST IS AS YOU CAN SEE, AUTOMATION 


“P AGAIN THIS MONTH / \S ONLY A PARTIAL ANSWER, 























METHODS IMPROVEMENT, NOT MECKANIZATION. 
BUY LETTEREX TODAY! 


LETTEREA 
j yj 

carbon paper sets (a set is one second 
sheet lightly gummed to a piece of 
disposable carbon) are available in 
all colors. Write or wire for samples 
and details to LETTEREX, 1640 Con- 
necticut Avenue, Washington 9, D.C. 


THE PIONEERS OF DISPOSABLE CARBONS FOR LETTER WRITING 


FOR PERMISSION TO USE THESE ADS IN YOUR DIRECT MAIL PROGRAM, WRITE OR WIRE LETTEREX. 
For More Information Circle No. 183 
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ROUNDUP of day-to-day employee 


problems and how they were handled 
by management. Each incident is taken 


Right or Wrong 


IN EMPLOYEE RELATIONS 


from a true-life grievance which went 
to arbitration. Names of some princi- 
pals have been changed. 


After Six Months, Can You Fire a Competent Employee 
For Falsifying Her Employment Application? 


What Happened: 


Sarah Rogers was a good employee. 
In fact, within three months after she 
was hired, she received a raise. At about 
the same time, the employees in her de- 
partment her as their union 
steward. Meanwhile, the company was 
having some trouble in checking Sarah’s 
references. It was a policy to check all 
new hires thoroughly because the com- 
pany wanted only “reliable and depend- 
able’ employees. In her employment 
application, Sarah stated she had 
worked for only one previous employer. 
A letter to that company got no answer. 
Another letter was similarly unanswered. 
Disturbed by this, the personnel de- 
partment started an investigation into 
Sarah’s background. This disclosed that 
she had worked for two other companies. 
When contacted, both companies said 
they “would not re-employ Sarah 
Rogers” and that her work record was 
“unsatisfactory.” All this took about 
six months. When the facts were in, the 
management fired Sarah for falsifying 
her application. The union took up her 
defense, stating: 

1. The company has a right to fire 
employees for falsifying applica- 
tions, BUT it should do so within 
a reasonable time, preferably 
within the probationary period. 


chose 
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2. To wait six months is unfair, par- 
ticularly since Sarah has proven 
to be a good worker. 

Management answered: 

1. We couldn’t get the information 
sooner because Sarah omitted nam- 
ing the companies she had pre- 
viously worked for. 

2. Her present work record has noth- 

ing to do with the case. She was 

fired for a fraudulent act—falsify- 
ing an application. We don’t want 
such employees on our payroll 

and, as management, we have a 

right to select employees. 


Was the Company: 


RIGHT (1 WRONG (1 


WHAT ARBITRATOR PETER M. 
KELLIHER RULED: “The falsification 
here was not a slight error of omission 
or a mere ‘puffing’ to make the em- 
ployee ‘look good.’ The Arbitrator is 
not weighing the merits of this em- 
ployee’s previous job performance, nor 
is he required to evaluate Sarah Rogers’ 
record with this company. The com- 
pany introduced evidence to show that 
it followed a procedure, as it demon- 
strated it had done in the case of other 
employees, of sending a form ques- 
tionnaire to previous employers. The 
very purpose of the employment form 
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was to enable the company to make a 
judgment based on the facts submitted 
as to Sarah’s qualifications as a pros- 
pective employee. It was her falsifi- 
cation which prevented the company 
from ascertaining this information. To 
sustain the union’s request would, in 
effect, modify the company’s exclusive 


and sole control over the hiring process, 
and there would be no purpose in the 
procedure which the company now 
adopts in fulfilling its responsibilities in 
hiring employees in requiring that ap- 
plications be filed. It is the Arbitrator’s 
award that Sarah Rogers was dis- 
charged for cause.” 


What is the Proper Penalty for an Employee 
Who Takes a “Long” Lunch Hour Without Permission? 


What Happened: 

Bowling was Brown’s major interest 
in life. One day he heard of a hot bowl- 
ing match due to take place in the after- 
noon. Brown worked on a delivery truck 
so he was not under the direct super- 
vision of a foreman. In fact, he even 
filled out his own timecard. This day, 


he couldn’t resist attending the bowling 
game, so he took about two and a half 
hours off. However, when he filled in 
his timeeard, this unauthorized time off 
was not recorded. As fate would have 
it, someone saw Brown at the bowling 
alley and told the boss. Brown was 
fired. At the arbitration, the company 
pulled no punches: 

1. Faking a timecard is just cause 

for discharge. 

2. Taking time off without permission 
is another good reason for dis- 

charge. 
3. Brown knew the rules (not being 

a new employee) so he must take 

the consequences. 


Was the Company: 
RIGHT (0 WRONG (— 


WHAT ARBITRATOR SANFORD 
KADISH RULED: “TI conclude the dis- 
charge was not without cause. I do 
not mean to suggest, however, that the 
company’s action was the only reason- 
able discipline possible, nor that a 
lesser penalty short of ‘death sentence’ - 
of discharge might not have served the 
purpose. But the question is not what 
others would have done; it is rather 
whether what this employer has done 
is so unreasonable as to justify my 
reversing its judgment. [I do not con- 
clude that it is. The practice of em- 
ployees leaving their jobs and conceal- 
ing their absence is a major breach of 
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Victor's new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Flick Up to Multiply 


VICTOR ‘ini: CALCULATO R 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key — enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 


A printed tape, with a true symbol, identifies Victor Adding Machine Co,, Dept. 0-457 
figures entered and operation performed. See Chicago 18, Illinois 
the unique Victor Calculator today. Con- Send me complete new brochure on Victor 
venient terms. See ‘“‘V”’ for Victor in the Automatic Calculator. 
adding machine section of the Yellow Pages. Name— 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name 
Victor-McCaskey, Ltd., Galt, Ontario poe we 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 
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When you buy 


don't let price be your 


True, our s7¢ FSET i: 


two plates in one 








on both sides) and therefore 


of the sturdy Alkote is the real 
measure —quality reproduction of 
line and halftone, ease of han- 


dling, stability, shelf life. 


SEE POLYCHROME 


for Job-Rated Offset Supplies: Dl-Kote, TRU-Kote, Polykote, Alkote, and 
Dualkote Plates — Chromatone Press-Ready Inks — Copy Preparation 
Materials — Processing Chemicals and other Press Room Supplies. 


*Patent pending 


sole guide 
really 


Csensitized 


$6.25 WORTH OF POLYCHROME PRESSROOM SUPPLIES [FREE / 


— with your first package of 
50 Alkote Plates. You get a 
complete processing kit with 
easy-to-follow instructions for 
use: pint of Desensitizing 
Gum in plastic dispenser 
(value $2.00); pint of Red 
Lacquer in plastic dispenser 
($3.00); pound of litho- 
grapher’s cotton (1.00); cellu- 
lose lithographer’s sponge 
(25c). Total value: $6.25 — 
and its yours FREE with your 
order for 50 Alkote Aluminum 
Offset Presensitized Plates at 
37c¢ each. Send in the coupon 
today. 


This introductory offer expires 


August 1, 1957. 


Check one or both: 


[] Here’s our order for our first 50 Alkote Plates at 37¢ 
each — totaling $18.50 — and we want that $6.25 
processing kit FREE 


[1] Send us your complete Catalog of Polychrome Job- 


Rated Offset Supplies 


Name 


Company 


Address 


City Zone State 


Polychrome Corporation, Dept. 04, 2 Ashburton Ave., Yonkers 2, N. Y. 


For More Information Circle No. 301 





ethics of industrial life. That it is a 
major breach of the code in areas other 
than industry must surely be well 
known to this employee himself, who 
has served long and well with the U. S. 


Marines. If an employer concludes that 
the severest penalty is necessary to 
curtail its recurrence, I cannot say that 
he is acting inconsistently with indus- 
trial fair play.” 


Can You Give a Junior Employee Special Training and 
Promote Her Over the Head of a Senior Worker? 


What Happened: 


The company had a policy of provid- 
ing training courses for employees. Six 


workers were earmarked for one of these 
The paid the bill, 
but the employees took the education 
on their own time. One of the employees 
picked for this free education was Ellen 
Krain. She was selected by her super- 
visor because he felt Ellen had potential 
for advancement. 


courses. company 


Six months later, the company created 
a new job. In posting the qualifications, 
completion of the training course was 
listed as one of the requirements. Ellen 
had the training, and she put in a bid. 
But, so did Dora Bilte, a 
ployee. 


senier em- 
Dora was turned down because 


she didn’t have the special training. The 


company explained that even though 
Ellen Krain was a junior employee, she 
had better qualifications 
had this training course to back her up. 
“You can’t do that,” said Dora. “Be- 
fore the course, Ellen and myself had 
ability, and by giving her the 
you 


because she 


equal 
discriminated against me. 
l’ll be able to 
ability AND 


course, 
Give me the course, and 
qualify on the basis ot 


seniority. 
Was Dora: 


RIGHT (1 WRONG |[ 
WHAT ARBITRATOR T. J. REY- 
NOLDS RULED: “This case raises an 
interesting labor-relations question: To 
what extent, if any, is an employer 
privileged to select employees without 
regard to seniority for special training, 
and thereafter award promotions to 
such employees on the ground that the 
special training received is a _prere- 
quisite for the opening? It is imme- 
diately evident that such a right would 
permit the employer to undercut and 
make a mockery of the seniority sys- 
tem. It would appear that the whole 
point and purpose of the training course 
was to prepare certain employees to do 
more responsible jobs. This being the 
case, the company must have been 
aware of the fact that giving the course 
to a junior employee would inevitably 
lead to conflict with the seniority bid- 
ding system unless a clean-cut under- 
standing was reached beforehand. I 
rule that the senior employee should 
be given a chance at the new job.” 
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For the sheer satisfaction of perfect typing 


Olympia goes first! 


10,000 highly trained and skilled workers all combine their 
craftsmanship in the production of OLYMPIA a. 
Dealers and customers throughout the country know that 
OLYMPIA typewriters mean dependability. Our goal has 
always been quality. This is why we say: 


IN PERFORMANCE 
Olympia goes first 4 'N styuNc 
IN ECONOMY 
OLYMPIA — — BEST OF ALL BECAUSE — 
IT 1S BUILT BEST OF ALL 


INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET + NEW YORK 6, N. Y. 
For More Information Circle No. 174 
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COPYING MACHINE 


Mining & Mfg. Co., 
Paul 6, Minn., 
lightweight, more compact model of the 
Thermo-Fax 
featuring 
push-button 


Minnesota 
ES-47, St. 


Dept. 


announces a4 


pecretary 


led cabinet design 


copying machine, 


resty and 


control. The machine pro 
duces copies in an all electric. completely 


dry, one-step Exact copies of 
little as 


chemicals, 


originals are made in as four 


seconds. No dark- 


needed 
and copies are ady for immediate use. 


rooms or training are 


The 
records, 
clippings, forms or 
papers. The 
(20 lbs. less than the 
measures 19” wide 
A unitized eentralizes all me 
( hanical The 
push-button control regulates on and off 


Secretary copies correspondence, 


sketches, diagrams, newspaper 
other 


new model 


administrative 
lbs. 


and 


weighs 45 
earlier model 
», 15” deep, and 9” high. 
chassis 


parts for easier operation. 


machine has a 
dial. 


provides a 


position, and 
styled 
front 


immediately adjacent to the paper intake 


larger, re 
The 


working 


~ 


exposure time step- 


cabinet area 
louver and permits easier entry of paper. 
desks, 


stand 


The machine fits conveniently on 


filing cabinets or a cabinet floor 


138 


made especially for Thermo-Fax ma 


chines. Available in pastel green, the 


machine accommodates all Six eolors 
pink, green, blue, white, buff and ledger 
yellow) of paper in 


844” widths. $299, ap 


Thermo-Fax 
Retail 

proximately 10% less than earlier models. 

For More Information Circle No. 143. 


copy 


price is 


SPIRIT DUPLICATOR 

Pacific st., 
Model 
wol k 

setting 


automati 


Old 
srooklyn 38, 
10 Spirit 


tri-functional 


Town Corp., 750 
N.Y. introduces its 
Duplicator with its 
controls. 


saving 


one tri-functional copy lever 
controls the pressure, 

fluid feed. 
tri-functional paper 
controls the paper 


and moistening wick. 


cally moistening 


rollers and Setting another 
lever 
feed, 

Because these two 


Model 10 is 
easy to operate and instruction time for 


automatically 
master clamp 


levers control the work, the 


a new operator is a matter of minutes. 


The Model 10 delivers uniformly bright, 


sharp copies, handling any size stock 


from small post cards to legal size paper. 
Side-to-side and _ vertical registration 
with micro- 
metrie precision. The Old Town Model 10 


is streamlined in 


adjustments can be made 
and color 
harmonized in turquoise and blue. For 
More Information Circle No. 107. 


design 
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ELECTRIC CALCULATOR 
Felt & Tarrant Mfg. Co., 1724 Marsh 


field’ Ave., Chicago 22, Ill., announces the 
Customatie Comptometer, an electric cal 
culator featuring instant electric release, 
touch control 
that is and 
3y touching a bar, in 
stead of moving a lever back and forth, 
the operator instantly clears the figure 


personalized and a dia- 


mond gray color attractive 


easy on the eyes. 


dials for the 
touch 


next problem. The 


control is similiar to the adjust 


key 


ment on many typewriters. It enables 
the operator to adjust the key response 
touch. The 
Comptometer includes 
keys which give the answers without the 
need for eranks or 
numerals in 
floating 
fatigue and 
For More Information 


to suit her own Customatie 


direet-action 


] 
aiso 


levers, extra opera- 


tions. Large two colors, 


molded 


eliminate 


key tops and action 


finger assure 
proven accuracy. 


Circle No. 138. 


HOT DRINK UNIT 
Sunroe Corp., Glen Riddle, Pa., 
the Cooler-Hot hot 
practical office hot drink service at low 


makes 
water dispenser for 
cost. Operated in conjunction with pres 
sure watercoolers already installed, 
the Cooler-Hot does not reduce the 
effectiveness of the The 
Cooler-Hot unit is simply con 
nected to any 
cooler. Its drain height is parallel to that 
and fittings are 
Installation can be made 


cooling unit. 
separate 
standard 


make pressure 


of standard coolers 


standard size. 


THe Orrice—April, 1957 


at either side of cooler, or to any regular 


water outlet in locations not 
cold. drinking 
height is 


water into cup or other 


requiring 
water. The unit’s 37” 
convenient for drawing hot 
drink 
Capacity is up to 60 cups per hour. The 
Cooler-Hot cabinet is 31” high, 10” wide, 


7” deep; attractively finished in 


containe! 


gray 


hammertone enamel with rustproof, scuff 


proof stainless steel base. The white 
steel 
filler 
and separate chrome push-button activa 
tor. Supplied with a 6 ft. 


115 volt, 60 eyele AC, it lists at $73 f.o.b. 


vitreous china top has a stainless 


drain plate, chrome finished glass 


wall eord for 
above. A special introductory price when 
purchased with a standard Sunroe Wate1 
than 
For 


cooler furnishes two units for less 
the cost of one unit. 


More Information Circle No. 106. 


HOT & COLD DRINKS 


Div., 
TIU<s 


combination 


Temp-Rex Corp., 18 
White Plains, N.Y., an 
nounces Cup-Pacs which consist of drink 


Cup-Pae 
Orawaupum 


ing cups with lids containing the com 


plete ingredients for making hot and 


cold 
ents into the cup and adding hot water, 


drinks. By emptying the ingredi 


the following drinks are quickly made: 
coffee (black or creamed, with or without 
sugar), beef vege 


sugar), tea (lemon or 





table soup and chicken Cold 
orangeade and lemonade are also avail 


able. 


soup. 


for small 
and medium size offices where employees 
ean their hot or 


Cup-Paes are designed 


make own eold drinks 


Sicaieieees ined et Lohans i cc acs Sl 
no mess or lost time. When fin- 
everything is disposed of in a 
wastebasket. Cup-Pacs can be 
desks or supply cabinets. 
ples of Cup-Pac drink 

No. 137. 


with 
ished, 
stored in 
free sam 
servings, Circle 


For 


DATA PUNCH 


McBee Co., Athens, Ohio, makes the 
Keysort Data Punch which punches Key 
sort Cards and imprints data on the card 
face in a simultaneous action. This 
the time of production, cleri- 
eal and accounting personnel; eliminates 
errors and increases legibility of card 
information. The Data Punch 
makes it possible, in some applications, 
to send the Keysort Cards directly to the 
function of 


saves 


face 


creating management re- 
ports; 
ther processing. 
Puneh Plates 


punching 


in others it greatly reduces fur 
Light Data 
precise control to 


metal 
give 
and imprinting. Keypunch 
type equipment is used for Data Punch 
Plate punching. Standard Graphotype 
equipment is for An 
additional advantage is that changes in 
procedures can be effected without brief- 
ing of operating or processing personnel. 


used embossing. 


All that is necessary is the preparation 
of new Data Punch Plates, and the new 


procedure is immediately in effect. The 


140 


new device is useful in many Keysort 
applications, principally overall plant 
control, job costing, payroll distribution 
and hospital requisition charge tickets. 


The machine is compact and non-electri 
eal, so it located at point of 
Inaccurate punching is im 
the Data Punch will 
not work unless both Keysort Cards and 


ean be 
greatest use. 
possible, because 
Data Punch Plates are properly inserted. 
For More Information Circle No. 110. 


SIDE CHAIRS 


Cramer Posture 
1205 Charlotte, 
makes Challenger steel 
proportions 
rubber 


Chair Co., Dept. 0-37, 
City 6, Mo.. 


with 


Kansas 
side chairs 
and completely 
Available in a 
or Nau 


are 


generous 
foam cushioned. 
rich frieze 
All 
to remove and replace, a factor in chairs 
built to hard The 
chairs with gracefully 
tapered aeccenting their 
rounded The bonded foam latex 
cushioning in the 20” x 1814” seats tapers 
thickness. Entire 


wide color range of 


gahyde upholstery. covers easy) 


stand long, 


braced 


usage. 
are well 
legs smooth 
lines. 
to 234” in 


outer seat 


edge is also foam padded for full bumper 
Shaped 
Matching 
plastie arm rests but padded, upholstered 


protect ion. back is cushioned 


with foam. arm chairs have 
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rests 
swivel 


arm may be ordered. 
chairs 


sound-deadened for 


Matching 
heavy steel bases, 
quiet service and 
fitted with bumpers, stainless steel scuff 


have 


plates and soft tread ball bearing casters. 
Seat height is instantly adjustable from 
171%” to 21” by a finger-flick lever on the 
patented Cramer spindle. For More In 
formation Circle No. 126. 


H-O-N Co., Museatine, Iowa, intro- 
duces its complete 50,000 Series line of 
desks which feature modern styling and 
flexibility. The line includes 36 models: 


a 


99 ” 


in 29” height, 14 in 26% 


single and double pedestal arrangements. 


height; in 


All component parts are interchangeable, 


permitting dealers to offer their cus 
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tomers a maximum selection with a min 
imum From 4a 
stock of 16 components, dealers can offer 
different foul 

Tops are 
Pedestals 
drawers 


inventory investment. 


models in 
highly 


and legs are 


a choice of 36 
top sizes. resistant 
-anelyte. steel. 
Pedestal 
rollers, center 


For More Information 


operate on nvion 
drawers on nylon glides. 


Circle No. 103. 


METAL OFFSET PLATE 

Ine., Dept. i. Bee’ N. 

Monte, Calif., 
DupliKator 


Lithoplate, 
Arden 


the low 


Drive, E] announces 


priced sensitized 
aluminum offset plate which sells for 37e. 
It has Miero 
Surfacing, ete., found in the large de 
this 


especially tor 


many features, such as 


subsidiary of 
litho 
gh grade work on large 


luxe plates, 
Harris Seybold Co. 


graphers doing h 


made by 


offset presses. The DupliKator is easy to 
process in a 


few minutes and runs clean 


and trouble-free on the offset duplicator. 


It prints heavy solids, clear halftones 


and sharp linework. This low price for 
a quality plate is the result of laboratory 
field 
tion. DupliKator Plates are 
100, 


research, testing and mass produe 


packaged in 


boxes of 50 and and available 


through most supply dealers. For More 


Information Circle No. 112. 





ELECTRIC STAPLER 


Bates Mfg. Co., 30 Vesey New 
York 7, N.Y., makes the Bates 56 Elec- 
tric Stapler which retails at $49.50. The 
insertion of paper under the stapler 
head automatically actuates the ma 
chine. need to touch the 


St., 


There is no 


stapler. Machine is sound 


proof in operat ion. 


practically 
A safety device auto 
when ma 
Pushing a button 
permits loading with 


matically turns off current 


chine is being loaded. 


at rear of machine 


a standard staple clip. All moving parts 


including the electric solenoid are con- 


cealed. An adjustable depth gauge per 
mits the user to position staple in the 
same spot on the paper every time. The 
machine Bates 56 standard desk 
can be easily replaced. 


Circle No. 111. 


uses a 
which 
For More Information 


stapler 


TAB CARD FORM SETS 

Moore Business Forms, Inc., Niagara 
Falls, N. Y., makes Tab Card Sets, con- 
sisting of tabulating cards and manifold 
copies combined in one set to provide an 
original entry tabulating card and record 
copies produced at .the initial writing. 
Made in accurate sizes for use with any 
kind of tabulating equipment, Moore 
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Tab Card Sets are 
construction to 
Sets 


flexible in design and 


meet individual systems 
consist of 
and the 


original or a 


needs. can one or more 


copies as required tabulating 


eard ean be the 
Double-face carbon 
so the 
systems on present processing equipment 
without 
plete, 


copy. 


also can be supplied 


eards can be used in scanning 


recopying or rechecking. Com 


immediate records of any trans 


action for data processing are prepared 





transaction is made, 
time and 


required to assemble, recopy and recheck 


at the time the 


eliminating much of the costs 


entries before subsequent processing. 
Moore Tab Card Sets are ideal for many 
types of records including charge sales, 


credit card systems, stock control sys 
sales, inven 
tickets, 
requisitions, receipt records, repair 
orders, ete. For More Information Circle 


No. 128. 


tems, expense records, cash 


tory records, deposit purchase 


MOVABLE PARTITIONS 
i ¥ 


makes 


Mich., 
par- 


Darling Co., 
Workwall 
titions to 


Bronson, 

office 
attached match 
ing desks, tables, shelves, cabinets, lamps, 
These fasten to brack- 
ets which lock at any height in channel 
uprights. Workwall partitions are 1%” 
thick, both with Marlite 
plastic hardboard in choice of 


movable 


which can be 


letter t rays, ete. 


faced on sides 
finished 
20 patterns and 
grains. Available 


colors including wood 
in standard widths of 
12”, 24”, 36” and 48”. Solid partitions 
come in 40”, 84” and 96” heights. 
bination styles (for other 4” 
top panel materials) come in 54”, 66”, 
84” and 96” heights. Adjustable feet com- 
pensate for uneven Partitions 


Com 


glass or 


floors. 


THe Orrice—April, 1957 





ean be modified from a 4” open base to 
a closed base with black baseboard, and 
can be 


free-standing or ceiling height. 


doors 


For 


Matching flush 
tition heights. 


Circle No. 140. 


come in all par- 
More Information 


VISIBLE CONTROL PANELS 
Aeme Visible 
Va., makes 


Ine., Crozet, 
lightweight visual control 
panels containing from 25 to 100 clear 


plastic tubes in 17” and 40” widths. Each 


Reeords, 





tube is removable and easily shifted to 
another position. Panels can be adapted 
to practically any control requirements. 
The wide variety of styles and colors of 


signals, plus typed or printed colored 
inserts, allow almost unlimited signalling 


and charting possibilities. The sliding 
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signals can be snapped on or off at any 
point, and pass those on 
without 


adjoining tubes 
Data hand 
posted at any time. For More Information 
Circle No. 133. 


interference, can be 


CHART-MAKING TAPES 


Chart Ine., 101-103 
Somerville 14, Mass., makes 
a series of self-adhesive acetate fibre 
various widths, colors and de 
signs for making charts and graphs. The 
tapes are rapidly applied to almost any 


American Service 


Dover St., 


? 


tapes in 


surface and the narrower widths can be 


curved with ease. Once made, 


graphs 


can be changed easily by peeling the 


tape off and replacing with new tape. 


adhesive backing 
charts 


widths 


Long-lasting assures 


permanency of the made, Tapes 
and 
This 


graphs 


come in 15 eolors, six 
different 


artists to 


nine 


striped enables 


designs. 


present complex and 
charts with various values and variables. 
range from 1/32” to 1” 
Aeroflex 


waxy 


Tape widths 
tubing 
that 


Tape 1S 


Tapes come on eore 


which has a smooth finish 


does not delaminate or split. 
not broken or damaged when tape rolls 
are squeezed or otherwise abused. Tapes 
Aeroflex 
when mounted on fixed dispensing man 


wound on cores turn easily 


drels due to the low friction characteris 
tics of the material. Every inch of tape 
can be used, eliminating waste. For 
More Information Circle No. 135. 





HOT SOUP VENDOR 
Park, IIl., 


vending 


Fedam Co., Elmwood 


duces an 


pro- 
automatic 
which dispenses hot soup and is 
to office locations. The Fedam is a coun- 
unit which can 


varieties of 


ter type serve 


to ten soups. It is eoin- 


operated. Inserting 15 cents and pressing 


a button 
(thermostatically 


ejects an 8-oz. can of soup 
heated at 150°). The 
50-can capacity, is con 
finished 
291,” 
high It is 
handled placed on 
walls, tables or other convenient anchor 
ages. Weight: 65 lbs. Cost of the Fedam 
is $95 plus freight For More 
Information Circle No. 125. 


vender has a 
structed of 
in baked 


” 


well-insulated steel, 
and measures 


11%” deep. 
and ean be 


enamel 
wide, 20 and 


easily 


charges. 


ADDING MACHINE 


Felt & Tarrant Mfg. Co., 1724 Marsh 
field Ave., Chicago 22, Ill., announces 
the Comptograph 202-C, an electric ten- 
key adding machine which counts the 
number of items being added and prints 
this total on the tape with the answer. 
When the counter is engaged, the ma- 
chine lists up to eight digits and totals 
nine with four digits for the counter it- 
self. The counter control can be disen- 
gaged when not needed, increasing the 
listing capacity to 11 digits and the 
totaling capacity to 13. Features in- 
elude a Visi-Balance window which 
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machine 
suited 


from one 


debit or credit bal 
interlocking keyboard which 
permits only one key at a time to op 


shows the running 
ance, an 


erate and an adjustable keyboard angle 
for operator comfort. For More Infor- 


mation Circle No. 139. 


ELECTRIC TAPE WINDER 

Ine., 152 Wheeler 
Providence 5, R. I., makes the 
Eleetric Tape Winder, Model 
No. 3055. For use with either a tape 


Dresser Products, 
Ave., 


Tape-File 


punch or a reader. This unit also can 
be fitted to rewind adding machine tapes, 
and is easily adaptable to Teletype sys- 
tems. The entire winding reel may be 
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REX-ROTARY M4 


Mimeograph 


Is always clean, can never teak. Works 
like a printing press, produces printing 
press quality—yet selis at half the price of 
other electric mimeographs. 


M-4 Electric $295. +FET 


M-4 Hang $220. +FET 


No Dirty Hands 


Accurate Registration 
Automatic inking 


3-linute Color Change 
Printing Area 8" x 14" 
Automatic Counter : 
Printing Press Quality 


Electric and Hand Operated 


Guaranteed 1 Year 


BOHN DUPLICATOR CORPORATION 444 4th Ave., New York 16, N. Y. 
Please send complete information on the revolutionary new BDC Rex-Rotary M-4 


Name___ e Poe Company 





A ae Ree : nly ons ey 
For More Information Circle No. 346 
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easily removed from the unit for sub 


sequent data processing, 


shipping, re 


winding and storage. A removable 


face 


reel can be used where preferable. The 
Model 3055 electrie power winder is de 


signed to maintain a constant tension on 
tape as it flows intermittently from 
punching equipment, without damage to 
the tape or to the unit’s motor. It is ex 
tremely simple to operate and it is port- 
able; works on any 110-volt circuit. For 
More Information Circle No. 101. 


CHAIRS 
Milwaukee Chair Co., 3022 W. 
St., Milwaukee 45, Wis., 
No. 
(illustrated) and side arm styles. Made 


Center 
introduces their 
430 UL line of office chairs in swivel 


of walnut with graceful, contemporary 
lines which belay their rugged construe- 
tion designed to retain their good looks 
after intensive office use. For 
More Information Circle No. 130. 


years of 


PATIENTS’ FILE 


Safe Co., Lafayette, 

No. 200 fireproof file 
records of doctors, dentists and 
Drawer has full roller 
bearing suspension and may be also used 


Schwab 
the 
patients’ 


Ind., 


makes for 


optometrists. 
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for filing microfilm, bank drafts and can 
celled checks. It 


ow" 


high and 23 


” 


measures 17” wide, 9% 


deep outside. Inside drawer 


dimensions are 1214” wide, 6” high and 
19” deep. The file is guaranteed furnace 
tested for one hour at 1700° F. For More 
Information Circle No. 129. 


ARCHITECT - ENGINEER SCALES 


C-Thru 
Hart ford, 
Architects’ 
with metal each end 
to give them greater rigidity. Ali scales 


Ruler Co., 
Conn., 
and 


827 Windsor St., 
makes improved 12” 
Engineers’ Sealemasters 
reinforcements on 











are exposed to full view for use at a 
Slotted 


use. Squinting, 


moment’s notice. openings for 


convenient searching or 
turning to find needed scale is eliminated 
with a_ resultant 


effort. The 


saving of time and 


Architects’ Sealemaster has 


For More Information Circle No. 142 — 








IT’S 


HYPNOTIC 


fast, efficient Macey Collator 
creates automation that pays for itself! 


@ Imagine! Up to 32,000 sheets per hour 
gathered on an 8-station Macey. 100% 
accuracy with stock from onionskin paper 
to 4%” masonite board. Folded sheets, sig- 
natures, stocks of varying weights and sizes, 
all can be gathered at one time. 16 models 
to choose from, handling sheet sizes from 
2 x 5” to 12 x 17” or larger. 

Macey users have paid for their machines 


in less than a year with savings from reduced 
collating costs.: Undoubtedly Macey can 
mechanize your gathering operation, too. 

We’ve compiled six case histories of 
typical installations in widely varying in- 
dustries to illustrate the amazing Macey 
versatility. Send for this factual brochure 
and read about one of the big steps for- 
ward in office automation. 


Why not get the facts? HARRIS-SEYBOLD COMPANY 


Six topcompaniestellhow, 
why and where they save Cleveland 5, Ohi 
money with the Macey. 
Send the card for their 


4510 East 71st Street, Dept. 0-4 


factual case histories. Please send the Macey case histories. 


i'd like a Macey specialist to call and discuss 
our collating problems. 


Mr 
Miss 
Mrs. 


Company 


Address 


City 





3 i 
Macey Collator frees 8 girls for regular work 


° 


mx KK 0X 


= 





One semi-skilled operator and the Macey 
Collator can gather more material than 
eight trained operators. 

Insurance companies, airlines, utilities, 
retail operations, banks and scores of other 
Macey users have proved that efficiency 
like this pays for initial cost in a hurry. 

Keeps on paying dividends, too, with 
benefits like: no smeared, torn or missing 
sheets; no missed deadlines; overtime elimi- 
nated or drastically reduced; trained, ex- 
pensive office employees kept at their regular 
work full time; centralized control of collat- 
ing quality and costs; simple, easy main- 
tenance on a rugged machine. 

Best of all—from the personnel point of 





view—employees are freed from the tedious 
drudgery of hand collating. 

Recently, a cross section of Macey in- 
stallations was surveyed. We discovered 
ingenious new uses for the collator along 
with many enthusiastic boosters for auto- 
matic collating. 

We'd like you to read—in their own 
words—how six representative companies 
save money with the Macey. Send the card 
and we'll mail these brief, factual case 
histories. 


HARRIS-SEYBOLD 
| COMPANY | 


4510 East 7ist Street, Cleveland 5, Ohio 





Read, in their own words, 
what Macey users tell us 
about how quickly and 
easily the Macey solved 
their yathering problems. 
Send the card today. 


Postage No 
PAID Postage Stamp 
by Necessary if 
Addressee MailedinU.S.A. 























BUSINESS REPLY CARD 


First Class Permit No. 338, Cleveland, Ohio 











HARRIS-SEYBOLD COMPANY 
4510 East Vist Street 
Cleveland 5, Ohio 





14 full-view exposed scales, and the En- 
gineers’ Scalemaster has nine full-view 
exposed scales. For More Information 
Circle No. 136. 


AIR PURIFIER 


Woodlets, Inc., 2048 Niagara St., Buf- 
falo 7, N.Y., makes Ozium Glycolized 
Air Spray for clearing an interior of 
odors and smoke, and reducing airborne 
bacteria. Their No. 500 container sprays 
a measured amount aft, the touch of its 
top button and one container is guar- 
anteed by the manufacturer to deliver 





Containers are 


500 sprays. disposable 
and need not be refilled. 
on a hygroscopic principle surrounding 
the moisture particles 
smoke and odors. It does not substitute 


Ozium works 
carrying the 


another odor for the ottending one. The 
Ozium formula was developed by Paul 
J. Ammann and is approved by profes 
sional authorities. For More Informa- 
tion Circle No. 123. 


WHIRL BOARD FILE 


Lansdale Products Corp., Box 568, 
Lansdale, Pa., markets a patented Whirl 
Board File in note, letter and legal sizes. 
It flips open at any desired place and 
papers in it move with the revolving 
rings which prevents papers tearing or 


snagging. Its convenient alphabetical 


<—For More Information Circle No. 142 


index helps to locate filed sheets. The 
file has Masonite backboard and pearl 
pressboard cover to keep contents in 
good condition. Comes fully assembled 








Whirl Board Files are 
$2.50 each in note and letter sizes, $2.75 
For More Information 


ready for use. 


in legal size. 
Circle No. 104. 


LADDERS 
Tri-Metal Ladder Co., 
makes Safety-Step 
8 to 12 steps. 


Berwyn, Pa., 
ladders with from 


These roll easily to any 

















location for reaching high places safely. 
Safety-Step Ladders have a simple lock- 
ing feature that raises casters and low 
ers the front legs of the ladders, locking 





Hamilton Mimeo Bond 


takes a fine impression 


and feeds beautifully 


You can forget about paper troubles when 
you use Hamilton Mimeo Bond on offset 
duplicating and mimeographing equip- 
ment. This top-grade sheet is pre-humid- 
ified to prevent waving or curling, precision 
cut to insure peak-speed runs. It’s made 
of selected pulps blended to bring out 
the best in each of them. You'll find it 
free of lint and fuzz, fast drying, and of 
excellent opacity. In bright white and six 
practical colors, Hamilton Mimeo Bond 


brings out the best in your work. 


HAMILTON PAPERS 


Hamitton Paper Co., Miquon, Pa. 


Mills at Miquon, Pa., and Plainwell, Mich. + Offices in New York, Chicago, Los Angeles 
For More Information Circle No. 193 
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them securely to the floor to prevent 
tilting, swaying and slipping. The lock 
is easily engaged at the front of the lad- 
der by foot pressure and will withstand 
years of use since there are no springs. 
The }%” 
panded metal steps assure a firm footing 
for personnel. <A protective railing at 
the sides and top of the ladder provides 
additional Tri-Metal ladders 
are available in gray, yellow, green or 
aluminum For More Information 
Circle No. 


13-gauge or %” 13-gauge ex 


1g 
security. 


color. 
108. 
HANGING FILE SYSTEM 


3945 W. 
makes the 


Advance Industries, Fifth 
Ave., Chicago 24, TIIl., Verti- 
flex-Plus suspension file system. Folders 
have heavy patented transparent plastic 
tabs which snap on and slide to any de 


sired position. The tab remains firmly in 


place but can be easily moved or re- 
moved by sliding it along an aluminum 
rail at the top edge of the folder. Tabs 
are angled for maximum visibility and 
clear and amber Tenite 
which retains its quality. 
Printed tab inserts come in a wide range 
of alphabetical sets; also 1-31 days, 
months and Blank 
are available. Folders are made of heavy, 
kraft soft gray-green for 
long use and appearance. Metal 
on both top edges of the folders 
the tabs, act as hangers and pro- 
folders from being torn or frayed. 
be used in cabinets, 


come in color 


see-through 


states. inserts also 


base stock in 
good 
rails 
hold 
tect 
The system can 
desks or anywhere in their steel carrier 
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frame. Folders and frames come in letter 
and legal sizes to fit any standard file 
drawer. For a free sample folder, litera 
ture and prices, Circle No. 127. 


MANIFOLDING SPIRIT MASTER 
Ditto, Ine., 6868 N. McCormick Rd., 


Chicago 45, IIll., announces that a Di- 
rect Process duplicating master plus as 
many as six clear record carbons can be 
prepared at the time with Ditt- 
mark Manifolding Hi-Gloss, a thin spirit 
carbon having a quick-release dye coat- 
ing. It is designed for systems use where 


same 


a number of carbon copies for immediate 
distribution must be 
same time the 
typed. The 
produces sharp, clear impressions on the 


prepared at the 
duplicating master is 


quick-release dye coating 
master when backed by a padding of six 
record and paper. 
The thinness of the spirit carbon allows 
pressure to go through 
If desired, the 
topped by 
five carbon 


sets of carbons copy 
the impression 
to the last carbon copy. 
manifolding master 
an original and as many as 
copies used beneath it, or two masters 
can be typed simultaneously with a ear- 
bon copy sandwiched between them. For 
cleanliness, the master is protected with 
a coating to prevent the dye smudging 
on the carbon surface and edges. Avail- 
able in 84%” x11” size, in single carbon 


can be 


sheets or Masterset (carbon plus master 
paper) form, and will produce up to 150 
and more duplicated copies on fluid dup- 
licators. For More Information Circle 
No. 116. 





LOOSE LEAF BINDING 
General Binding Corp., 812 W. Bel- 
mont Ave., Chicago 14, Ill., has perfected 
an economical plastic loose leaf binder 
that can be their 
binding equipment. Its central 


used with low-cost 


feature 


is a plastic back that slides off a 


spe- 
cially molded track instantly opening 
the rings of the binding. This GBC slide 
binding requires only one 
piece of equipment to 


with the 


ring plastic 
small, low 
prepare material to be 


cost 
bound 


correct punch pattern. The binding ele- 
ment is then through the 
punched holes and the plastic slide back 
slips instantly into place, locking the 
With GBC loose-leaf plastic 
catalogs, instruction books, 
data books, ete., can always be kept up 
to date. Pages can be removed or added 
in seconds anytime without any special 
equipment. bound 
into an eye-catching, professional quality 
plastic bound book. Every page lies per- 
fectly flat without wasted space. At 
present, this loose leaf plastic binding is 
made in %” and 14” sizes, in five colors: 
red, black, blue, white and green. For 
a plastic bound book describing GBC 
loose leaf slide ring plastic binding and 
its uses in business, Circle No. 115. 


inserted 


binding. 
bindings, 


Any material can be 


” 


OFFSET EJECTOR ROLLERS 


Rubber Ejector Roller Co., 46 Mortimer 
St., Babylon, N. Y., Rubber 
Ejector Rollers which allow offset dupli- 
cating of large solids on tissue, coated 
or gummed papers without the paper 
sticking to the blanket. The Ejector 


announces 


150 


Rollers hold paper firmly against the im- 
pression provide 
grip This 
tail-end of stock from wrinkling and fin 
ished printed delivered flat 
straight twistir 


cylinder and positive 


and ejection. also prevents 


job is and 


with no or buckling. 


o 
1g 


They also eliminate the twisting of stock 
entering a scoring or perforating attach- 
ment and The Ejee 
tor Rollers can be installed in three min 
utes without a cost $14.95 a 
set ($24.95 for Multilith) 
Extra rubbers are 25c and last 
for months’ of continuous use. For 
More Information Circle No. 102. 


a receding stacker. 


mechanie, 
Model 


2066 


each 


DESK FILE TRAYS 


Western Mfg. Aurora, Ill, an- 
nounces an optional drawer feature which 
has been added to the Wesco Fashionaire 
desk line to provide handy desk filing 


Co., 


emer: 


facilities at only slight extra cost. The 
filing space is provided by two lift-out, 
letter size, cross file trays each of which 
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—to faster, easter, cleaner stencil cutting 


NEW SURE-RITE ALL-PURPOSE BROWN FILM STENCIL 


AT LAST — The one stencil that meets all of your demands...the one stencil that really lives up 
to the definition of an ALL PURPOSE STENCIL! 

The new Sure-Rite Brown Stencil incorporates the qualities of toughness and softness and 
absolute freedom from static. 

Use this amazing new stencil for water or oi! base inks and emulsion type inks, for a regular 
stencil or a mechanical negative. Ideal for stylus work, it is soft and will reproduce the most 
delicate lines, and it is tough so that it will not tear under the hardest pressure. It will stand long 
runs or repeated runs. It is made in all machine sizes and for all standard American and foreign 
machine models. 

Truthfully, the new Sure-Rite Brown Film Stencil is the one ALL PURPOSE you can buy without 
sacrificing one of the qualities you need for faster, easier, cleaner stencil cutting — for longer, 
sharper runs. 

Write for a FREE SAMPLE, today! 


American Stencil Mfg. Co. 


‘A 
§ 
2714 Walnut Street @) Denver, Colorado 


THE MID-WEST, CALL YOUR LOCAL PANAMA-BEAVER MAN—ALWAYS A LIVE-WIRE. 
THE EAST, CALL TRU-RITE, INC., 110 LAFAYETTE ST., NEW YORK, NEW YORK. 


For More Information Circle No. 173 


IN 
IN 
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YOU CAN SPEED YOUR 


MAILINGS WITH 
SSN 
DUPLISTICKERS, 


DUPLISTICKER Mail-Aids, for typewrit- 
er and mimeograph. Choice of 24 or 33 
addressing .labels to each sheet, finest 
gummed stock. 24 on sheets, 500 to a 
box, 33 on sheets, 25, 100 and 500 sheet 
lots. 


DUPLISNAP 


DUPLISNAP Carbon Interleaved Mail- 
Aids. Made in sets of 2, 3, 4, 5 and 6 
sheets, 33 labels to each sheet, inter- 
leaved with smudge resistant carbon. 
For use with typewriter. 


DUPLIQUIK, 


DUPLIQUIK Mail-Aids, special stock 
for use with ‘‘Spirit’’ or ‘‘Liquid’’ pro- 
cess duplicating machines. Can also be 
used with typewriter. 33 labels on a 
sheet packaged 100 and 500 sheets, 42 
labels on a sheet packaged 500 sheets. 


AT YOUR FAVORITE STATIONERS 
“UREA 
ae = 
EUREKA SPECIALTY 
PRINTING CO. 











MAKERS OF ROLL AND + 
FANFOLD LABELS 518 Electric Street, Scranton, Pa. 








® REG. T.M. ~ U.S. & CANADA 
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has center locking follower blocks. The 
trays fit into the desk file drawer which 
operates on Wesco’s full 
cradle. Trays are easy to remove. 
More Information Circle No. 124. 


DEODORIZER 

Keystone Scent Conditioner Corp., 317 
North 12th St., Philadelphia 7, Pa., an- 
nounces an all-electric deodorizer which 
they guarantee will effectively neutralize 
offensive odors. 
According to the 
manufacturer, one 
Keythol Scent 
Conditioner will 
neutralize bad 
odors in areas up 
to 4,000 ecu. ft. 
The small 


suspension 


For 


unit is 


of which can be had by changing the 
dise in the unit. The Keythol unit is 
plugged into any AC outlet and the air- 
cooled, quiet, low-wattage motor operates 
instantly. Total normal operating cost 
of the U.L. approved unit is only a few 
cents per month. Unit’s unbreakable 
Royalite case is 7” high and 4” in 
diameter; suitable for portable use or 
permanent installation. For More Infor- 
mation Circle No. 113. 
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to a desk’ 


speeds efficiency—ups morale 


recommended for 
use wherever cus- 
tomers, guests, pa- 
tients or employ- 
subjected 
to unwanted odors, 
It emits specially 
compounded 


ees are 


aro- 
impreg- 
into a cera- 
mie dise. Nine 
different pleasant 
fragrances are 
available, any 


maties 
nated 


now in decorative green, 
gray colors 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


blue, sand-tone, and 


sharpen pencils at desk—fast—no 
more sharpener searches 

saves much more in time and effici- 
ency than actual cost in brief period 
a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 
eners, Booklet N. 


Cc. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


BOSTON 


PENCIL SHARPENERS 


For More Information Circle No. 294 
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SAFE from any angle | 


... that’s the CONSOLETT 
Safe for equipment 
* Built strong — welded 
all-steel construction 
* Tip-proof — wide, 
steady base 
* Rolls easily — four 
rubber casters 
* Anchors firmly — large, 
adjustable rubber feet 
Safe for operator 


* Round, no-snag edges — 
smooth, clean styling won’t 
trip, scratch or upset 

Matching two-shelf cabinet 

also available 


SOME DEALERSHIPS OPEN 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road * Menomonee Falls, Wisconsin 
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ELECTRIC STAPLER 
Swingline, Ine., 3200 Skillman Ave., 
Long Island City 1, N.Y., makes the 
Swingline 66 Electric Stapler which re 
tails for $29.75. It 
research 


been in various 
of years, 


pre-tested. 


has 
for a number 
exhaustively 

The Swingline 66 is guaranteed to give 
foolproof 


stages 


and has been 


instant, stapling time 


> 


every 


without 
tures 


or 


fea 


banging jamming. It 


Swingline’s channel loading 
Loads 210 


115 


fea- 


open 
and safety operating devices. 
and 
volt, 60 evyele AC. 
ture 


staples operates on ordinary 
Its feather touch 
to staple up to 40 
sheets of paper effortlessly. Streamlined 
in detail, it measures 113¢” x 23%,” x 41%”, 
and is solidly mounted on a slip-proof 
rubber base. Weight is only 4% lbs. For 


More Information Circle No. 117. 


enables users 


COVERS FOR BINDING 
Cummins-Chicago Corp., 4740 N. 
Ave., 


covers 


Ra- 
Chicago 40, Ill., offers 

for with plastic 
bound materials, to provide users of Cum- 
Plastic Punching and Binding 
Equipment with a complete office bindery. 
Cummins 
of 8%” by 


ties: 


venswood 
embossed use 


mins 


covers come in standard sizes 
1144” 
Custom, Colonial and Cordovan. Cor 
effect 
also a 
heavyweight cover with a seal finish and 


in three cover quali- 


dovan is a heavyweight, leather 


cover in five colors. Colonial is 
comes in nine colors. Custom is a medium 
weight, inexpensive cover with an em- 
bossed finish and in colors. 
All three qualities are available with or 
without die cut title window. 
sizes and colors available on order. 


More Information Circle No. 141. 


comes seven 


Special 
For 
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“That’s all well and good,” Peterson’s 
thinking, “if there were any other banks.” 
But he’s been to them all. And no one 
wants to lend him the money. 


Yet his plant is full of orders. Substantial 
ones, too, considering its size. Trouble is, 
most of them are unfinished .. . still in- 
process. Result : a weak cash position. And, 
these days, bankers shy away from that 
kind of risk. 


Peterson should know about the Keysort 
Plant Control Plan! With just five fast, 
accurate PCP reports — 1 daily, 2 weekly, 
2 monthiy — he could obtain complete man- 
agement control . . . could prevent this 
situation right in the office. 


McBEE 


PCP not only helps management plan in 
advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. Your 
office people simply punch pertinent daily 
information into the Keysort cards... 
Keysort them ...and summarize direct to 
reports. There’s no transcribing .. . no 
costly, time-consuming intermediate steps. 
Management gets needed information on 
time. And at remarkably low cost. 


The nearby McBee man has a presenta- 
tion which will show you how it’s done. 
Phone him, or write us for illustrated 
folder containing an example of all five 
PCP reports. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio + 
Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


For More Information Circle No. 164 


Division of Royal McBee Corporation 












































Your Choice of Pens or Pencils 
12 KT. GOLD FILLED 
$6.00 ea. plus tax 
$12.00 sets plus tax 
IN LUSTROUS CHROME 
$3.75 each 


$7.50 sets 


Write for 
Business 
Cife 


A.T. CROSS 


OM Pan 
1 FIFTY THREE WARREN STREET 

” PROVIDENCE 7, R. 1, USA. 

For More Information Circle No. 270 


Booklet 





“THE ACCOUNTANT'S SLAVE" 
makes short work of 
DEPRECIATION e INSURANCE e INTEREST 
and other income and expense calculations. 
Opposing calendar and decimal equivalent calibrated 
scales automatically handle different business years 

and different total life periods. 
No ‘‘Whirligigs’’ 

Professional appearance and results 
SAVES TIME 

DECREASES MENTAL FATIGUE 

PROMOTES ACCURACY 
82 x t1—.020 white Vinvi Plastic 
Price: $3.00, postage paid 


WIEDEMAN AND COMPANY 
Box 712i—Aina Haina Station, Honolulu, Hawaii 
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FILTERING AIR CIRCULATOR 
O. A. Sutton Corp., Box 1894, Wichita, 
Vornado Golden Si 


Conditioner which ean be 


Kans., makes the 
erra Comfort 
used as an air circulator, window fan or 
fan; set on the floor or 


In addition to its versatility, 


exhaust rolled 
anywhere. 
the Comfort 
features as 


includes such 


diffuser 


Conditioner 
filter, air purifier, 
thermostat, 
is electrically re 


grille, automatic timer, 


power beacon and it 


versible. Its concentric grille 


blends with its soft golden-tan and biege 


square 





color motif. Placed in a window, it can 
be used for fresh air intake or as an ex 
haust fan. When set in a Tri-Pex stand, 
the unit may be placed on the floor as an 
A Wheelabout stand al 


from 


air circulator. 
room to room. 
Its built-in air filter 


efficiently removes dust and pollen from 


lows easy moving 


conditioner type 
the air, before it is circulated. Air mov 


ing through the Golden Sierra is also 


chemically purified before being cireu 
lated. An automatic thermostat controls 
the unit, turning it on or off as tempera 
A timer lets the user set the 


period for any 


ture varies, 
desired time 
five-hour span, then it 
shuts off. A soft 

Power-Beacon on top tells at a 


operating 
within a auto 
matically glowing 


glance 


For More Information Circle No. 289 —, 








your company is judged ‘ 


by the office you keep! . 





Fa} >t a fh {' 
a 









First impressions are usually lasting impres- 
sions. For this reason giant enterprisés such as 
the Ford Motor Co., Western Electric, General 
Motors and the Bethlehem: Steel Corporation, | 
to name a few, use Cole Steel equipment. In 


addition, thousands of smaller firms, medical ge 
offices, architects, accountants and engineers . Send fo) 
specify Cole Steel equipment. our latest catalog 


@COLE-STEEL “Cole Steel Equipment Co., Inc. + 415 Madison Ave., New York 17, N.Y. + Canada: 329 Dufferin St.. Toronto. Ont. 
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The Van D. Mark 
ORDER POINT 


CALCULATOR 
For the Right Time to Order 


The Calculator answers the question: ''When 
to order?"' It indicates the minimum stock 
level at which a replenishing order must be 
issued. Ordering above this level—excesses; 
ordering below—shortages. Both the basic in- 
ventory minimum and the appropriate safety 
allowance are computed automatically with 
one turn of the top disc. 


ORDER POINT 
CALCULATOR 


VAN D. MARK 


% 

'e, 

.— te 
Wr x 


tay 


wee 
= 2 
Solty aiiewane * 


Consistent, accurate order control is obtained 
by considering the specific usage and lead 
time of each item. The Calculator formula in- 
cludes a safety allowance factor to control 
this normal, but frequently haphazard, pro- 
cedure. Guesswork is eliminated. The Calcula- 
tor automatically balances the cost of having 
a safety supply against the cost of shortages, 
to determine the best quantity to hold for 
emergencies 


The Calculator is easy to read and use, It 
is of sturdy plastic construction, laminated 
so the printing cannot be harmed. There are 
no decimal points to place, as with a slide 
rule. While only six inches in diameter, the 
Order Point Calculator covers a complete 
range of usages and lead times. 


Hundreds of concerns have adopted this 
Calculator as standard equipment. The price 
with simplified, detailed instructions is only 
$6.00 each 


Order today from 


VAN D. MARK 


P.O. Box 67, Mt. Clemens, Mich., U.S.A. 
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whether power is on or off. Carries a 
five-year warranty. For More Informa- 


tion Circle No. 118. 


FOLDING TABLES 


Haldeman-Homme Mfg., Co., 2580 Uni 
versity Ave., St. Paul 14, Minn., makes 
wall-type lunch tables and benches that 
unfold or detach with a special latch in 
the eabinet. No mechanisms are oper 
ated through holes in table tops and 


benches. Tables and benches fold into 
fully recessed or flush-mounted cabinets 
only 644” deep. The automatic hydraulic 
action, at no extra cost, allows the 
custodian to unlatch the table which 
then operates gently, quietly and quickly 
by itself. Tough, colorful plastie tops 
and benches in any of five decorator 
colors in solid or two-tone combinations, 

Portable luneh tables with benches 
allow the user to walk in and walk out 
with no bench braces to climb over. 
These too have automatic hydraulic ae 
tion which permits a custodian to con 
vert an area into an efficient, orderly 
lunchroom in minutes. Each portable 
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.most versatile 
little folding machine 


Davidson Embee Models 230 and 360 give 
1+ take biggest sheet sizes you more for your folding money—in 8 
age automatic feed is standard exclusive ways! See a demonstration. 


“ae fold up to 12,000 sheets of 
842"x11” per hour 


4+ score, separately or simul- aN Mode! 360 folds 
taneously with folding } . up to 13%” x 27” sheet 


5° perforate, separately or in 
combination with folding 


6* slit, separately or simul- 
taneously with folding 


7 + provide micrometer knob for 
_ very fine fold settings 


8 * move on built-in wheels 


ee " He : 
DAW I Seer O47 


7 OC Arrange demonstration (] Send EMBEE brochure 
| Name_ - . 

a 

| Firm_ : meee — “ 

| ; 2 

| 

| 


I 


Street__ 


Oa avicson CORPORATION Bere a Jone. State. 





i 
A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON svaatr, BROOKLYN 5, NEW YORK 

Distributors in olf principal cities end Conoda a: — —- Headings in Protype © Text in Linotype — —_ ad 


For More Information Circle No. 172 
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provides seating-for-eating for 24 per retailers’ stocks of Cel-U-Dex Crown Tip 
sons. When not in use, the portables Index Tabs. The unit is a transparent 
store in little space: seating-for-eating packet, heat-sealed on four sides, con 
for 240 people (10 portables) may be taining two 6” lengths. Sets of five 
stored in 4% by 10 ft. For More Infor- packets are packaged in cellophane 
mation Circle No. 109. 


OFFSET MASTER 
Polychrome Corp., Dept. 04, 3 Ash 
burton Ave., Yonkers 2, N. Y., announces 
Tru-Kote offset masters for use with 
photocopiers. Shelf life has been in 
creased to nine months. Longer runs are 
possible because of Tru Kote’s greater 
ability to retain images from matrices 
Transferred images can be supplemented 
by typing, writing and drawing. Any 
original copy is prepared for offset re 
production in one minute at low cost. . 
For More Information Circle No. 145. wrapped containers, containing a total 
of five feet. Five containers are pack 


INDEX TABBING aged in boxes containing 25 feet. The 


Cel-U-Dex Corp., 1 Main St., Brookly n Cel-U-Dex pace kages have been redesigned 
N. Y., is using new packaging to for greater point-of-sale impulse value. 
maintain the quality and freshness of For. More Information Circle No. 105. 


DISTRIBUTORS-PRINTERS 


. Get your free copy of new 

no carbon / required 1957 copyrighted illustrated 

price catalog showing th 

largest line of N.C.R. forms 

ever presented. These no car 

bon required forms include 

N.C.R. snapsets,—flat and fold 

Over statements,--one part fold 

over and the finest N.C.R._ line 

find statement being made. Other 

items in the N.C.R. line are three part reply sets,—letersets, 

—and blank sets for imprinting. Also shown are many of 
the above in carbon interleaved style 

Sold only through distributors and printers who should 








write on their letterheads, today, now, for their free copy A 
of this very new catalog to: | 
‘ ‘CINCINNATI 2, e 


For More Information Circle No. 321 
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real Comfort you must have 


VENTHATON= 


assures hour-after-hour comfort and efficiency. 


Large, generous seat with resilient 
cushioned comfort, eliminates wrinkled 
clothes and "that hot seat’. 


Posture back adjusts up and down, 
forward and back. Has enough 
spring’ for solid comfort. 


é PS-31 
$29.95 


Seng Control has expensive, cut thread screw for raising and lowering seat. Assures you a 


seat that will not drop, even after years of constant use. Never a squeak because nylon thrust 
bearings are used. 5 adjustments, which include BEVCO's special pitch control, assures a 
pertect fit for every user. 


Upholstery is woven plastic webbing, attached with exclusive clip for easy replacement. 
Available in 13 colors, which form myriads of attractive combinations. Guaranteed 5 years. 


Base and Frame are available in Satin Chrome or Lacquer finishes, to match any office 
furniture. Base span 24", will not tip. Casters are 2'' rubber, double row, oilless ball bearing. 


Complete line of Swivel Chairs, Reception Room Furniture, Institutional Chairs and Costumers. 


Ask your dealer or write us direct. 
BE VCO PRECISION MANUFACTURING COMPANY 
oe e 831 Chicago Avenue, Evanston, Illinois 


For More Information Circle No. 313 
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or on onionskin. Ink erasures ¢all for 


LITERATURE any one of a variety of eraser types, in 
from the | 
Manufacturers 


Eraser Guidebook 

Weldon Roberts Rubber Co., Catalog 
Dept., 365 Sixth Ave., Newark 7, N.J., 
has compiled a comprehensive guide 
book, designed in color, to eliminate the 
guesswork in eraser selection. This firm, 
which has more than 100 years of erase 
manufacturing experience, is convinced 
that most eraser users waste time and 
money by using one type of eraser for 
different jobs. According to Garrett 
Roberts Sr., president of the firm, even 
typewriter erasures require different 
treatment, depending upon the type 
writer ribbon, the kind of paper being cluding the new ballpoint pen and pencil 
used and whether or not the carbon copy’ eraser. The same precept applies to pen- 
erasure is made on a manila second sheet cil erasures. Creative and _ technical 


30, COO MORE SAVED 
FROM CANCER ANNUALLY 


von 1°IN 3 SAVED 


Os 1A 


eed YEARS AGO: ONLY 1 IN al SAVED 


ia One 


Early detection and prompt treatment 


7 
are steadily increasing the number AMERICAN 
of Americans saved from cancer each year. 

Now about 150,000 Americans will be CANCER 


saved each year from among the 
450,000 who get cancer annually. SOC at 
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*Independent surveys comparing shelf and drawer filing show approximately 
90% savings in personnel TIME. No time wasted opening, closing drawers. 
Doors give shelf work surface. *Floor SPACE savings amount to 42-50°% due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefinder literature today. 




























> we - a oe © Ee OMe oie wae - | [om © 
For More 
Information 
Circle No. 161 











eq =  ) =— gc writers, accountants, professional people 

‘ e ; 

et j i | » | and those working with drawing tools 
Before you BUY need specialized erasers for neatness and 


Visible Equipment 


legibility in their work. In addition to 
an extensive indexed guide, which makes 
if easy to locate the correct eraser Type 
ror specific work, the Weldon Roberts 
manual ineludes illustrations of over 
100 eraser types and assortments in ac 
tual size. A foreword describes construe 
tion principles which allow the eraser 
to give way, not the paper. For a copy 
of this booklet O-4, Circle No, 152. 
Reasons 
with pie Shipment Addressing 
S17-Na-Llok ® Weber Marking Systems, Div. of 
Weber Addressing Machine Co., Dept. 
8-C, Mount Prospect, Ill., offers a help 
ful 16-page booklet to those concerned 
with addressing multiple shipments. En 
~ titled ‘‘How to Streamline Your Ship 


insertion i Suspension 


PATENTED 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 


Please send free Booklet on SIG-NA-LOK. 
Name 

Company .. 

Address 


For More Information Circle No. 268 





FOR AND ABOUT ment Addressing for Speed and Econ 
PART TIME PERSONNEL omy’’, it illustrates and describes seven 
IN NEW YORK CITY... systems for fast, low cost addressing of 

. . » You can clear up peak load problems labels, tags and cartons. Each system 

in your office by using SIGNAL to supple- idea is described with plenty of photos 

ment your regular office staff. For typists, and drawings. A flow chart shows how 

clerks, etc., by the day, week or month... integrated shipment addressing works, 

SIGNAL MUrray Hill 7-1934 and a quiz enables the reader to estimate 

SIGNAL OFFICE SERVICES, Inc. the efficiency of his existing shipment 

415 Lexington Av., New York 17, N. Y. addressing operations. For a copy, Cir- 
cle No. 119. 











For More Information Circle No. 269 
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from 


order 





to 


invoice... 


WRITTEN JUST ONCE 





Just one writing—that’s all you need 
to fill, ship and bill orders this new 
Ozalid Direct Copy way. 


You start with an order filled out by 
your salesman or clerk. Ozalid copies, 
turned out in seconds, serve at 

every succeeding step. 


You save costly repetitious hand- 
copying and retyping . . . eliminate 
copy errors and proofreading . . . get 
shipments and bills out sooner. 
Cost? Less than a penny for a 
letter-size sheet of treated Ozalid 
paper—lowest cost per copy among’ 
all copying processes 

For the full story, call your local 
Ozalid representative or send 
coupon below. 


OZALID 


DIRECT |COPY|_ SYSTEMS 
LeUPT/ 


A Division of General Aniline & Film Corporation 
in Canada: Hughes Owens Company, Ltd., Montreal 


Ozalid, Dept. I-4, Johnson City, N.Y. 
Please send more information on how Ozalid 
Direct Copying can help us with our: 

C] Order-Invoicing O Receiving 

[) Production Control (J Accounting 

(] Purchasing () Engineering 
Name___ 


Position___ 





ae 


Address. 
City 


. For More Information Circle No. 328 
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More Time for Management 


NEVER before in the history of Amer- 
ican business has the handling of de- 
tail been so important. Shaw-Walker 
“time-engineering” has perfected fea- 
tures that make the organizing and 
handling of office work easier. These 
features, exclusive with Shaw-Wal- 
ker, give management more time. 


. “Built Like, 
7 Skyscraper 


GHAW-WALKER 





Largest Exclusive Makers of Office Equipment 
Muskegon 1, Mich. Representatives Everywhere 


This stylized Work-Organizer Desk is 
the closest approach to desk auto- 
mation yet created “Time-En- 
gineered” 22 ways to make each 

| easie!r and more pro- 


ode oO! every need 


Drawer Interiors Are Planned to make 
very move easier, faster. Drawers 
provide specific places for all work 
ind working tools—keep top clear 
ff everything but job at hand 
guaranteed to eliminate clutter 


Modern As Tomorrow—Years ahead in 
beauty and comfort, Stylized base, 
recessed back There’s a_ wide 
hoice of top styles, top materials, 


lrawer arrangements and color. 
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Paper Drills 

Challenge Machinery Co., Grand 
Haven, Mich., offers a handy catalog and 
selector guide on paper drill accessories, 
entitled ‘‘Getting the Most Out of Your 
Paper Drill’’. Designed to provide paper 
drill owners with complete information 
on all the available accessories for Chal- 
lenge Paper Drills, the booklet contains 
extensive information, including prices, 
on all standard sizes and types of hollow 
drills, drill sharpeners, cornering, slit 
ting and slotting attachments for Chal 
lenge Drills. Of special interest is new 
information on such 


accessories as fixed 


gauges which permit the fast, easy and | 


accurate duplication of hole settings. 


For a copy of this booklet, Circle No. | 


131. 


Photocopying 

American Photocopy Equipment 
1920 W. Peterson Ave., Chicago 26, IIl., 
has published a 16-page, full-color book 
on office photocopying for every type of 
and 
It explains photocopying in detail 
illustrates the 


business, professional 


use. 
and 


time-saving and 


money-saving applications for large and | 


small businesses. To supplement the 


book, Apeco is aiso: offering a series of 


method studies that explain 
how present users of the Apeco Dial-A- 

Matie Auto-Stat are applying this photo 

copy machine to increase efficiency. For 
the book, plus a report on how your spe- | 
cifie type of business can benefit from | 
the use of photocopying, Circle No. 155. | 


business 
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‘ 1 
Co., | 


institutional | 


"VENUS CROSSED THE PEN 
AND PENCIL 
” 








you today’s new © 
writing tool for the office 


This great new writing tool improves effi- 
ciency, lowers costs because: it combines 
best features of a pencil and ball pen « no 
point to sharpens finest ball mechanism 
bigger ink supply « in 4 styles for every 
writing job. Order from your stationer, 
29¢and 39 ¢. Lessin economical dozen packs. 

For free sample, write on your office 
letterhead to: Venus Pen & Pencil Corp., 
Dept. O-4, Hoboken, N. J. 


vETVET 
hait PR 


li 


VENUS velvet * 
ball PEN -cil® 
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uils the dirt out of type- 
writer type rather than washing 
it into the machine 


Ee 
%. 


Flatten the putty 
by pressing very 


ire poy RX 


Press it on all of 
the type. Do not 
rub. 


Fold the putty 
upward to origi- 
nal pyramid shape 


ae 


. Ae a 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 


To moke neot erasures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
P.O. BOX 4644 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 262 
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Machine Stands 


King at Front St., La 
Crosse, Wis., offers their colorful Cata 
log No. 1511 illustrating and describing 
Luxco Typewriter and Business Machine 
Stands. An Folder No. 
1520, which summarizes this line, 


Badger, Ine., 


envelope size 


is also 


feature Silent 
construction for quietness in use 
and in movement. 


available. Luxco stands 
Steel 
Steel tops are under- 
coated and insulated for quiet operation. 
Stands have machine feet, 
guide bar and retainers; soft rubber 
easters and feet. Badger, Ine., also 
makes a complete line of steel chairs and 
stools, and a personal file. For a copy 


of the catalog, Circle No. 154. 


cushioned 


Soap Dispenser 
sobrick 1214 Nos 
trand Ave., 
illustrated 
scribing 


Dispensers, Ince., 
Brooklyn 25, N.Y., offers an 
catalog sheet, completely de 
Bobrick’s two new soap dis- 
Ideal for insertion into sales 
men’s catalog books, 


pensers, 
the two-color sheet 
applications, materials and 
principle of operation. For copies, Circle 
No. 120. 


deseribes 


Desk Accessories 
Bert M. Morris Co., 8651 West Third 
St., Los Angeles 48, Calif., is distribu- 
ting their 1957 catalog which has a full 
color cover and is well illustrated. It 
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THE OFFICE 


The new 
oOmptometer 
Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 


All controls are in the 
paim of your hand... 
with UNIMATIC 
REMOTE CONTROL 
MICROPHONE 


Dictate 

Listen 

Unlimited Review 
Erase unwanted words 


Mark end of letter 
electronically 

Use same machine for 
dictation, transcription 


® Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand 


The same machine serves as a transcriber...it's as easy to 
transcribe as to listen, because, with perfect dictation, 


¢ mptometer — BETTER 


COMPTOMETER—World's fastest way 
to figure. Try it FREE on your work in 
your office. Use coupon. 





* . 


Comptometer COMPTOGRAPH “202 
—No Jost hand motion. More fine fea- 
tures than any other 10-key machine. 
Try it FREE—use coupon. 


there's no need for time-wasting, error-breeding pre-editing 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders. 


Learn how easy dictation can be—how anyone can turn out a 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


TO BETTER BUSINESS 


Felt & Tarrant Mfa. Co. ' 
1724 Marshfield Ave., Chicago 22 ! 
In Can.: Canadian Comptometer, ! 
Ltd., 501 Yonge St., Toronto 5, Can. ! 
O Arrange a FREE office trial for me on: ! 
© Send me literature on ! 
C Comptometer COMMANDER ! 
CO COMPTOMETER ! 
C Comptometer COMPTOGRAPH “202” 
1 
i 
1 
1 
i 
I 


Name. 





Firm. 





Address. 
City Zone. State. 
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| 


POSITIVE | 
CASH CONTROL 


Normally cash transactions require 
from 10 to 17 sheets of paper for 
positive cash control. NOW Amer- 
ican does all this with ONE system 
and only four sheets of paper com- 
bined with 


Available with 
Cash Drawer, too. 





American’s _ precision - controlled 
forms with guaranteed consecutive 
numbers and long-wear Superite car- 
bon or new NCR Carbonless paper 
give you POSITIVE CASH CON- 
TROL with speed, accuracy and 
economy. 
Send for Details 





457 E. FIRST ST, BOSTON 27, MASS. 
For More Information Circle No. 286 
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shows the line of matched 
desk-top including ballpen 
sets and the Morrisharp Electric Pencil 


complete 
accessories 


Sharpeners on which individual cata- 


log sheets are also available. 


of the eatalog, Circle No. 121. 


For a copy 


Printing Calculator 
Remington Rand Div., 
315 Fourth Ave., 
has published a folder describing 
of the 99 Printing 
‘‘The New 
ington Rand Model 99 Printing Caleu- 
lator That Prints,’’ the illustrated folder 
points out how a permanent record with 


Sperry Rand 
Corp., New York 10, 
Pe 
the 
Caleulator. 


features 
Entitled, 


various 
Rem- 


a constant proof of accuracy is readily 
available when using the calculator, as 
the Simpla-tape records the entire prob 
lem, while listing only the essential fig 
ures. With a capacity up to one trillion 
dollars, the Model 99 has a listing ¢a- 
pacity of 13 columns and will total and 
print up to 14 columns while automati 
eally multiplying, dividing, subtracting 
or adding any given figure problem. In 
adding or subtracting the Model 99 will 
automatically record a credit balance in 
red, while the problem is being printed 
and permanently For a 


Circle No. 122. 


recorded. copy, 


READERS ORDERING A CHANGE 
OF ADDRESS should provide both 
their old and their new address, and 
give one month's notice. 
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YORK SAFE & LOCK 


910 Mulberry Rd., S. E., Canton 2, Ohio 


Tue Orrice—April, 1957 


storage 
problems? 





CHECK YORK’S COMPLETE LINE 
OF STORAGE CABINETS AND SHELVING 


For every storage need . . . Stoc-Rite wardrobe and 
supply cabinets . . . shelving . . . open, closed and 
ledge type racks... and counter units offer a new high 
in efficiency ... a new low in cost. Almost unlimited 
variations can be assembled from standard Stoc-Rite 
parts. Shipped “knocked-down,” parts are quickly 
assembled by using only screw-driver and wrench. 

Let York solve your storage problems. Write today 


for literature and prices on York’s line of Stoc-Rite 
cabinets and shelving. 


e , 
York Safe & Lock N-468-DI 
910 Mulberry Rd., S. E. 

| Canton 2, Ohio 


Please send complete details about your Stoc-Rite Multiple- 
| purpose Cabinets and Shelving. 


: Firm 
| Street 
} City 





Individual Title 











Zone —— State 


For More Information Circle No. 251 











FAST!! SAFE!! 
FILING—FINDING 


USE 


ATLAS VERTICAL 
FILING SYSTEMS 
FOR 

NEGATIVES 
OFFSET PLATES 

STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 
Write for 
Complete Catalog 


ATLAS HANGERS 


A Type for 
Every Need 


Choose the hanger 
best for your re- 
quirements, 


DNP (Illustrated) 
Nega-Plate envel-& 
ope hanger for off-% 
set plate and nega- 
tives. 


SH for serrated edge offset plates 
PH for pinhole edge offset plate 
DSH for standard stencils 

DGR for foreign heading stencils 


PSC for offset plates, negatives, stencils, 
etc. 


GIH Gripdex for group and specialty 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
For More Information Circle No. 315 
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NCR to Make Consputie 


National Cash Register Co., Dayton 
9, Ohio, announces the NCR 304 Elec- 
tronic Data Processor which will provide 
automatic accounting, auditing, report 
ing and other record-keeping functions 
in one continuous high speed operation. 
It is designed to reduce the cost of keep 
ing business records and to provide im- 
portant operating advantages. It will 
supply management and supervisory per- 
sonnel with more complete and timely 
information with which to make busi 
ness decisions. Consisting of a central 
electronic computer, magnetic-tape mem- 
ory units, media converters and various 
high-speed input and output equipment, 
the NCR 304 is transistorized through 
out. Transistors are smaller than vac- 
uum tubes, have low power requirements, 
reduce cooling problems and are reliabile 
in performance. The computer employs 
a magnetic core memory, and circuit de 
signs by General Electrie Co. which will 
produce the electronic components, A 
prototype is under construction and will 
be completed this year. The first pro 
duction model is scheduled for delivery 
in approximately two vears. Cost of the 
system will vary with the type of in- 
stallation, and prices of various units 
and overall systems will be announced 
later. 


S. C. Allyn (right) president, National Cash 
| Register Co., and C, L, Keenoy, vice presi- 
| dent in charge of engineering and product 

development, examine a model of the NCR 
| 304 electronic data processing system. 
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sey Min inners 422%, Sir 
Top quality fm \Wikitts fine ABA 


price sheets 
and flyers 
produced at : = A Sores 


low cost with 


OY elas 


BRAND 





okt. 


BOAD MATED PLAST ‘Tees 
Ah ae oocatty noe 
ewe ecte & 


This flyer printed on 1250 Multi- 
lith by Cass Litho of Detroit, Mich. 








NO. 4 OF A SERIES 


Show your products to best advantage! Benefit from faithful halftone 
reproduction—sharp, clean line detail achieved only with perfectly 
smooth, grainless 3M Brand Plates. Colors, even metallics, print up in 
brilliant Secail ...a mark of professional quality. 

You'll produce your price sheets faster too, because presensitized 
3M Plates are ready for immediate exposure—ready to run sooner 
with less trouble. 

Duplicator operators turn out more and better runs with 3M Photo 
Offset Plates. Ask your dealer to show you how 3M Plates can save you 
money on all your jobs. For FREE Excellence of Lithography Samples 
—proof of 3M quality—write: Minnesota Mining and Manufacturing 
Company, Dept. ER-47S, St. Paul 6, Minnesota. 


3M Photo Offset Plates 


BRAND 


moDUcr 


¢ “3M" is a registered trademark of Minnesota Mining and Manvfacturing 
4 Company, Saint Pavi 6, Minnesota. General Export: 99 Park Avenue, 
New York 16, New York, In Canada: P. O. Box 757, London, Ontario. 


We seane” 


For More Information Circle No. 205 
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You Get Things Done With 
Boardmaster Visual Control 


ban 





Gives Graphic Picture of Your Operations 

Spotlighted by Color 

Facts at a glance — Saves Time, Saves 

Money, Prevents Errors 

Simple to operate — Type or Write on 

Cards, Snap in Grooves 
‘* Ideal for Production, 

Scheduling, Sales, Etc. 

Made of Metal. Compact and Attractive. 

Over 100,000 in Use 


Complete price $4950 including cards 


FREE 24-PAGE BOOKLET NO. F-300 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N.Y. 
For More Information Circle No. 316 


= BUSINESS FORMS—— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 
a 
Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 


Traffic, 


Inventory, 














o 
ORDER DIRECT — BUY WHOLESALE —NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 


o 
We Feature 30 Day Delivery — No Order Too Large 
The Duplicate Forms Co. 


STATION STREET MENTOR, OHIO 
For More Information Circle No. 317 
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When Workers Overdo 
Their “Break” Periods 


colfee 
company 
would you do about it? Call 
of all employees and chew 
Post a curt notice full of 
The following letter, 
light touch but leaving 


to the boss’ 


breaks con 
what 
a meeting 
them out? 
veiled threats? 


If rest 


sumed too 


pe riods Oo! 


much time, 


written with a 
no question as 
seriousness, is offered as an 
idea to those who attend Industrial Man 
agement Institute programs of the Uni 
Wisconsin 


versity of Iixtension Division. 


‘*Dear Brothers and Sisters: 
‘*It is with a high frequency of mixed 
that I find 


savory position of having to bawl the 


emotions myself in the un 


hell out of my office brothers and sisters 
whom I love so much, especially my sis- 
work I sometimes have 


ters. In this 


‘ugly’ duties to carry out as well as 
things’ I’m 
that 


proceed 


the ‘nice 
( Note 
shall 


facts before you and ask for your atten 


supposed to do. 
word ‘supposed’.) So |] 


with a jerk to lay some 
tion and cooperation. 


‘* Office employees are taking from 1% 








ee = 
CO ——— —— 
4 Ve Sens 4< 


“It's action we want in this office — not 
words!” 


Tue Orrice-—April, 1957 





THE “QUIET REVOLUTION” IN CARBON PAPER 


...and what it means to you! 


Until recently the carbon paper 
industry tried to get blacker writing 
impressions by softening existing 
carbon coating formulas. Unfortu- 
nately, (1) copies smudged easily, 
(2) letters like “a” and “e” blurred 
and closed in on deeper copies, and 
(3) the carbon paper wore out 
quickly because too much coating 
was transferred with each blow of 
the typewriter’s type bars. 

The Remington Rand Laboratory 
of Advanced Research answered this 
problem — and literally brought 
about a “quiet revolution” in carbon 


paper. Newly developed waxes, dyes, 
and toners were put to work to clear 
up the problems created by “‘soften- 
ing.”’ Result? Typists everywhere 
can now have carbon paper that 
writes darker, lasts longer, won’t 
smudge fingers or copies, and gives 
up to 15 copies at one typing. 

BEAUTYRITE® Carbon Paper is the 
culmination of this research. Try 
some now, and see how it can bring 
new efficiency to your office. For free 
samples write to Remington Rand, 
Room 1417, 315 Fourth Avenue, 
New York 10, N. Y. 


Pland 


DIVISION OF SPERRY RAND CORPORATION 
For More Information Circle No. 177 
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times more than the 10 minutes 
(In some eases 


That’s not all. 
lonely at 


to 2% 
granted for rest periods. 
that’s conservative). 

Desks in the 
8 a.m. and 1 p.m. as the girl who mar 


offices are as 


ried a fireman in Chicago just prior to 
the Great Rest those 
times get traftic Cen 
tral Station. 
‘*What are we 
Where is the saturation point in 
the good nature of management? Shall 
we keep on blowing up the balloon from 


rooms at 


than 


Fire. 
more Grand 
trying to do, kill the 


? 
goose { 


bubble gum until it breaks and spreads 
the sticky stuff all 
should we indoctrinate a little fair play 


over our pans; or 


in our actions and behavior and give 


a fair day’s work to keep 
the privileges we already have? If time 
applied to the office, 
6 to 6% hours would be all the 


yur company 


study were I’m 
afraid 
time that could be credited to the job. 
Drew Pearson’s 


‘Il am going to copy 


procedure of commenting on the news 
and predict that if the above conditions 
haven’t cleared up considerably within 


take the fol- 
eliminate rest pe- 
necessary to punch 


a week, management will 


lowing action: (1) 
riods; (2) 
out as well as in; (3) dock employees who 


replacement for those who 


make it 


are late; (4 
see the light. 

DON’T GET 
this isn’t 
help to convert 


can’t 
‘*NOW 


are innocent, 


SORE, If 
meant for 


you 
you. 
But you can others in 
interests. If 
Ugly 


order to protect your own 


vou are guilty, you got it coming. 


letter, isn’t it?’’ 


Blank Forms Parts 


Adding a tabulator to a billing system 
meant redesigning an 11l-part form to in 
crease its depth from 84” to 8%”. Be 
eause of its extreme width, all 11 parts 
could not be printed on the same press. 
Bonnar-Vawter, Inc., solved the problem 
by interleaving two blank parts on col 
ored stock with the nine printed parts. 
The blank parts are used by two com 
pany departments which do not require 
printed matter on their filled-in copies. 


MULTILITH OPERATORS 


NOW YOU CAN CUT COSTS WHI o 


cover your own dampening rolls with 





STEP A — Wrap 
acetate (sent with 











cover) around roller. 

STEP B—Slide TRI-MOL Mol- 

leton cover (as shown) onto roller, 
STEP C — Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


PRESEWN TRI-MOL molleton covers 
IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 


can put on their own dampening roll TRI- 


MOL Molleton covers. It's as easy as 
A-B-C (see illustrated steps at 

left). Send in your order to- 
day or write for more 
information. 


133 Prince St., New York, N. Y. 


DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 339 
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Automation Improves 


mitter capable of sending order infor- 
mation to one, two or three production 


Service; Reduces Costs offices. All orders received by the pro 


(Continued from page 


tape reperforator and a 


7 
ed 


transmitter. 
This equipment has a lever for back- 
spacing the tape when typing errors 
have oceurred and corrections must 


duction offices have been edited, and all 
typing and financial information checked 
for accuracy. 

As a by-product of the sending of 
orders to the production offices, a typing 
repertorator, associated with the trans- 


be mitter, records on a continuous spool ol 


made. The tape containing all repetitive tape all orders transmitted for the day. 
information pertaining to a given cus- This tape will produce punched cards 


tomer is the “cus- 
tomer tape” and 
is used to type an 
order proof, con- 
taining the con- 
stant information 
transmitted from 
the customer tape 
and variable in- 
formation in- 
serted manually 
on the teletype- 
writer keyboard. 

As a by-product 
of the typing of 
the order proof 
copy, an_ order 
tape is -~produced 
in the typing re- 
pertorator, re- 
cording all infor- 
mation on the or- 
der. The order 
tape, order proof 
and original cus- 
tomer order or 
telegram are then 
sent to a checker. 
Here, all variable 
information not 
contained on ¢us- 
tomer tape is 
checked for ae- 
curacy and, after 
it has been deter- 
mined that the 
typing is correct, 
the order tape is 
placed in a trans- 
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Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


Nine stock com- 
binations, all at 
one low price! 


gen 


a \ 
Facsimil 


345678 | 


& CO., Incorporated 
216 Nichols Ave 
Brooklyn 8, N.Y 


NEW. YORK e CHICAGO e SAN FRANCISCO e MONTREAL 


e impression 


For More Information Circle No. 344 





used for financial and marketing statis- 
ties, as well as production records. 
Also, as a by-product of the trans- 


mitting of orders to production, a local 


teletype machine receives copies of the 


order for local distribution. This station, 
which combines the checking and sending 


<3 




















METHODS & SYSTEMS MEN 
COMPTROLLERS & ACCOUNTANTS 
MAINTENANCE SUPERVISORS 
PURCHASING AGENTS 


Order proof and 
order tape are 
checked for accuracy 
before the tape is 
placed in a_ trans- 
mitter which sends 
order information to 
one or more of three 
production offices. 


operation, uses the three machines de- 
seribed above wired together, with auto- 
matie end-of-tape shut off and a typing 
reperforator. This equipment and the 
typing equipment operates at 75 words 
per minute. 

After the order has been transmitted 


Want a more efficient Property Control sys- 


ME 
Mason City, lowa 


Send free samples, literature and your 
| Property Control! pamphiet. 


COMPANY ____ 
STREET_ 


| 
| 
os et ee ee ee | — | 
| a | 
| 


| 


tem? Identify with Serially Numbered “AUTO- 
GRAPHS”! They're adhesive-backed . . . so easy 
to mount.. 
too. Millions in use meeting every demand for 
positive Property Control. Just for the records 

.. your Property Control records . . . there is no 
finer tag! 


. attractive, durable and economical, 


METALQAAKT we. 


MASON CITY, IOWA, U.S.A. 


For More Information Circle No. 300 
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to the production office, the order tape | 
is filed with the original order and a | 


copy of the typed order. This order tape 
can then be reused to help write instrue- 
tion sheets or changes that may occur on 
the order and will also be used to auto- 
matically write part of the invoice. 


Orders being received on the teletypewriter 
in the production office. 


When an order is completed, the pro 
duction office notifies a traffie clerk that 
the material is ready for shipment. The 
traffic clerk pulls the order folder con- 
taining the order tape from the file and, 
after determining the weight and method 
of shipment, gives the information to 
the invoice typist. 


Invoices are typed on a set of ma- | 


chines identical to the machines used for 
order typing. Instead of using a custo- 
mer tape, as for order typing, the order 
tape is used to automatically type part 
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you erase without 
a trace 


9B 


Smart Secretaries and Typists 
depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 
EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 
EraserStik. 

7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


TIED) 0.8.8. 70.9 


FOR ORIGINALS 
AND CARBONS 
ALL SER 


STIK 


With Without 
brush 20¢ brush 10¢ 


A.W. FABER- CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 








HSER 


For More Information Circle No. 305 
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of an invoice proof. During the order 

typing, stop codes had been inserted so 
ARE YOU A that the order tape would stop at the 
appropriate time during the typing of 
the invoice proof. As a by-product of 
typing the invoice proof, a full invoice 
tape is prepared. 

After the invoice proot has been typed, 
the invoice proot, the order folder and 
the invoice tape are checked for accu- 
racy of all variable information not 
taken from the other tape. Then the in- 
voice tape is placed in the transmitter 
for sending. Three things happen as a 
result of this transmission: 


1. Shipping papers are sent to one of 





two shipping rooms, and consist of a 














packing list, four bill of lading copies, 
and a earton label master capable of 
marking from one to 100 cartons. 

2. On a local teletype receiver, four in- 
voice copies and four memo shipment 


43 out of 100 
firms losing their records in a fire never 
reopen? Unless your answers are yes, 
you're not a good gambler. Business men from the repertorator records all trans 
who play it safe keep their important missions Lor the day, to permit rapid 
records in an “A” label safe. And there is conversion of sales information to 
no safer safe in-the whole wide world punched cards for automatic processing. 
than a Meilink “A” label safe. At your 
Meilink dealer or write to Meilink Steel 
Safe Company, Oakwood and Clinton, 
Toledo 6. Ohio. work has produced two major benefits: 
Better customer service through greater 


with MeninkK oh Lr keeps speed in processing orders; and reduced 


ast =. » glares wats © 
Most complete line of safes and insulated products cost of routine clerical operations, 


copies are produced. 


3. A continuous spool of tape coming 


Our mechanization of the order edit- 
ing, shipping, billing, and _ statistical 


As has been shown in the above de 


Meilink Steel Safe Co. seription, both orders and shipping pa- 
1672 Oakwood Ave., Toledo 6, Ohio ‘ : ‘ : . 

pers are sent rapidly by wire to save 
Please send me your folders on Meilink safes and . 


Hercules insulated steel files time in filling orders. It was possible to 


consolidate into one area four separate 


operations: order editing, traffic, statis 





tics and billing; and reduce from four 
to one the number of files needed. We 
also possibly reduced the effort required 





Company. 


aren ee for checking as it now involves only var- 





lable or new information. Produeing 
multiple copies has eliminated the need 


City State———__—_ 





iottomEnitamatnmimwmes& | for duplicators and the slow batch proec- 
For More Information Circle No. 302 
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A by-product of 
sending orders to 
General Electric pro- 
duction offices is a 
continuous spool of 
tape which contains 
all orders transmitted 
for the day. This 
tape produces 
punched cards for 
financial and = mar- 
keting statistics and 
production records. 


css formerly used. Where it previously using a tape-to-card machine. Clerical 
was necessary to keypunch and verify labor was saved in the manual checking 
all tabulating cards required, cards are for accuracy, duplicating, typing, key 
now punched automatically from tape punching, verifying and calculating. 


Stop Searching! 


the widest selection of 


TRANSLUCENT MASTER PAPERS for WHITE PRINTING 
is now available from ONE SOURCE 


White printing is one of the most popular direct copy 
methods in use to simplify invoicing, shipping, accounting, 
production, purchasing, inventory, etc. To produce 

porn copies (at the desired speed), each application requires 
the careful selection of the correct translucent 

ae papers. The already famous Pata-Trace translucent 
line of papers has recently been supplemented with 

the Masta-Trace group of translucent originals, providing 
business and industry with the widest selection 

of papers with these plus features. 


13 Ib. (bond weight) to card stock (heavy ledger) 
All sulphite to 100% rag - Translucent to transparent 
it pays Single or two process + Medium to highest printing speeds 


to investigate r 
write for brochure and samples. bienfang PRODUCTS CORP. 


METUCHEN, NEW JERSEY 
For More Information Circle No. 299 
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A 4 ft. (S-4CT) (Illustrated below) Checkerette pro 
vides ventilated hat shelves and either 24 coat 
hangers or 32 coat hooks. A double (D-4CT) (il- 
lustrated above) Checkerette of equal length accom 
modates 48 on hangers or 64 on hooks. Both can be 
set-up anywhere or disassembled in less than a 
minute without nuts, bolts or tools, can be stored 
like folding chairs, or will stand rigid for years 
The double Checkerette comes on large casters for 
easy movement when it is assembled. Checkerettes 
can be assembled “‘high'’ for robes or vestments 
"normal" for adult wraps or “low' for children 
Checkerette Wall Racks come in 2, 3 and 4 ft. 
lengths and will accommodate up to |2 coats and 
hats per running foot. They are mounted on wal] at 
proper heights for each age group 


S-4CT 
Write for Bulletin CT-10 


Showing these and other 
modern steel 


wardrobe units 


VOGEL-PETERSON CO. 


1127 West 37th Street ¢ Chicago 9, Illinois 
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How a Hospital 


Improved Its 


Telephone Habits 





JEN NICOLAIDES, Formerly Director of 
Purchasing and Personnel, 
Sparks Memorial Hospital, Ft. Smith, Ark. 


W* KNEW that an organization is 
only as strong as th weakest link, 


hut it was a shock to learn that our tele 


phone behavior was our weakest spot. 
A series of embarrassing moments snow 
balled, foreing us to realize that we wer 


neglecting this vital phase of public 
relations. 

Why is our telephone behavior so im 
portant? A hospital is a service organi 
zation. It sells a “service.” Many econ 
tacts are made through telephone calls, 
both local and long distance. Potential 
patrons can be antagonized by the tele 
phone behavior of 


Present-day 


hospital employees 
friends ean be irked by a 
failure to observe thoughtful courtesies. 

We employed approximately 250 in 
dividuals. Shifts worked around the 


clock. Not 
of telephone discourtesy, of course. Not 


every employee was guilty 
all use the telephone with the same de 
gree of regularity. 
Some of our best business 
that 
science, “Tried to get you the other day. 


Your 


No one ever answered.” Or, 


friends 


made comments needled our econ 


operator must have heen asleep. 
“Say, just 
where were you Monday, about eleven? 


The operator said she was ringing your 
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office. Playing hookey ?” 

Another type of complaint: “Collect 
calls are too costly. We accept them, of 
course. Then we hear the fellow calling 
mumble about misplaced invoices, in- 
complete specifications—and he thinks 
he had better call back!” Were any of 
our staff guilty of that discourtesy? 

The administrative staff met to analyze 
the problem and work toward a solution. 
We decided to approach the “enemy” 
from two areas. We re-evaluated the 
training given our own switchboard oper- 
ator who handled all in-coming and out- 
going calls. Second, we developed a “tele- 
phone awareness” program for super- 
visors and employees. Coordimation of 
the project was handled by the personnel 
department. 

We were proud of the physical set-up 
of our switchboard. Located in an air- 
conditioned, quiet area, the equipment 
was modern. It was arranged for the 
efficient functioning of the mechanics of 
the job. 

Our evaluation of the human element 
dismayed us. We employed young wom- 
en already experienced in switchboard 
procedures. But we glossed over training 
in our own policies and procedures, the 
ways of doing that gave our organization 
its distinctive personality. Our operators 
hesitated because they were not quite 
sure of what we expected. 

Calling in our chief operator, we ad- 
mitted our failures and asked for the 
help of the operators. Our goal here was 
improved performance in communica- 
tions through understanding. We asked 
our chief to outline trouble areas, as 
seen from the operators’ viewpoint. The 
operators responded enthusiastically. We 
began planning a formal 
training program for them. 


in-service 
Our department 
called together to diseuss their contacts 
with the switchboard. How could opera- 


supervisors were 
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VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 


against 


| have ‘‘filed’’ in messy piles, on hooks, etc. You're 


throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 


| a year! Stencils, negatives and masters hang free 
| from pressure . . 
| easy to file and find. 


. protected against damage .. . 


There's a MIM-E- 
model to save and 
protect all types and 
sizes—capacities from 
| 150 to 1400. 


Write today for FREE Illustrated Brochure! 


EASY-FIND INDEX 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago 22, Ill. 


300 Distributors . . . coast-to-coast . . . to help 
you solve your stencil or offset filing problem, 
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a new idea in metal chair design 


new beauty plus o unique 


flared-back sweep 
ee bes which eliminates 
at < stuffing contact 
\with woll. 
/ protects both chair 
bock and woll 





new Slept Liat styling 
by whey METAL-LUX 


| This trim-lined ultra-modern metal chair 


group combines a streamlined design of 
unusual beauty with useful function 
(chair backs cannot scuff walls). An ideal 
chair for use in lobbies, reception rooms 
or offices. The armchair features deluxe 
spring seat construction and Tenite 

arm rests. Side chairs are available with 
spring or padded seat. Lifetime frame 
construction and flawless finish make these 
fine chairs virtually indestructible. The 
“Swept-Back” group 1s designed for 
large volume sales and profits. Write 
today for the full descriptive details 


.. 
fem 


M-7000 FBL 
Side Chair 
(Padded Seat) 


M-3000 FBL ® 
Side Chair bs 


ine Bent) « > there is nothing finer in metal 
_ a 


MILWAUKEE METAL FURNITURE COMPANY 
101 N. Compbell Ave., Chicago 12, lilinois 
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tors better serve individual department 
needs? 

The thinking of the two groups, oper- 
ators and supervisors, became the basis 
for a switehboard manual of procedure. 
The manual was typed in readable sen- 
tence outline form. Pages were plastic 
covered to permit freedom of handling. 
An alphabetized table of contents listed 
subject matter. 

What was the subject matter? First 
of all, we outlined the rights of opera- 
tors, working schedules, vacation ac- 
cruements, sick leave, promotional op- 
portunities. had 
at the time of employment and were 
outlined, in general terms, in the per- 
sonnel policy booklet. We risked rep- 
etition, uni- 
and eon- 


These been discussed 


however, recognizing the 


versal desire for 


firmation of hopes. 


reassurance 


Outlining the responsibilities of the 
How did 
handle certain ealls, 
what was her responsibility in giving 
Who 


operators 


operator led to procedures. 
we expect her to 
service? How did we operate? 
people? Our 
details, learning: 
We were planning for 


were the key 
knew many of these 
by observation. 
the future, however, recognizing our ob- 
ligation to new employees who would 
come to us. 
The manual 


bilities ot 


outlined the responsi- 
our staff to the operators. 
Supervisory people realized their role 
in helping switchboard personnel per- 
form at optimum efficiency. The opera 
tors now had a manual of operational 
referral. 
They knew the “who, how, what, when, 
Under- 
standing these facts, they were able to 
with 


policies available for instant 


and why” of our organization. 


handle communications intelligent 


initiative. 


To further insure efficient perfor- 


mance, Wwe developed an operator ori- 


entation program to inelude a tour of 
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the building. Directed by a responsible 
individual, the tour showed the location 
of various work areas and their inter- 
relations. Employees knew we valued 
their individual contribution to overall 
performance. 

Meanwhile, we were tackling the prob- 
lem from the other angle. How did 
we perform, or fail to perform? Our 
first step was a discussion with our local 
telephone company officials. They were 
happy to counsel us. Our improved tele- 
phone performance would mean greater 
utilization of their services. 

A visit to the telephone offices was 
used as a means of rousing interest. 
Scheduled on the firm’s time, we invited 
supervisory personnel to participate. 
The telephone company showed a movie 
dramatizing communication’s progress. 
Their personnel explained the handling 
and routing of calls. We looked at 
thousands of wires, coils, buttons. The 
educational tours continued until every 
office employee, every person using our 
phones, had an opportunity to partici- 
pate. 

We borrowed short movies demon- 
strating the “do’s and don’ts” of tele- 
phone behavior. Our State Board of 
Education assisted us. Showings were 
scheduled for different hours so that 
employees on each shift could see the 
film on company time. 

We envisioned indifference to this 
educational feature, but we were pleased 
at the degree of interest shown. The 
time-of-showing schedule, posted well 
in advanee, stressed the film’s appli- 
cation to one’s home life as well as 
work performance, 

What had we been doing wrongly? 
First of all, we were wasting time. We 
found supervisory personnel answering 
the telephone with a curt, “Hello.” You 
can foresee that the following conver- 
sation was inevitable: 
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ADDING 
TOTALIA LISTING 

MACHINE 
Capacities up to 12 listing - 13 totaling 
A. A.A. Adding Machine Company, Inc. 


26-09 Jackson Avenue - Long Island City, N.Y 


GROBARK & Company 
159 N. Dearborn Street Chicago |, If 


ew FULL 
NUMERIA ‘sreorz2,, 


A.A. A. Adding Machine Company, Inc 7 
26-09 Jackson Avenue - Long Island City, N.Y capacities 


up to 10x11x21 


HAND MODELS 
ALSO AVAILABLE 


LAGOMARSINO- FAI 


Viale Umbria 36 Milano (Italy) 
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, They Lock on 
G ra j - Lo k Slotted Cards 
for Records in Constant Use 


1¢ “1 
ANGLE ON 


' 

of 

; ‘ 

> ‘ 
ae 

Loa ‘.s25.° 


= 


SLIDE SIDEWAYS 


METAL SIGNALS | 
N u-' -Vi { 4 e for Vertical Records 








METAL SIGNALS 
N i “Vi ’ 3 for Visible Systems 


No. . > / ° 
04 O09 02 08 06 


C e | | u g ra TRANSPARENT 


SIGNALS 
for Visible Systems 





) Also a full line of Maptacks-Map Flags | ~ 
4 Free Descriptive Folders Sent on Request | — 


| GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 
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“Hello, who is this?” 
“This is John Jones.” 
“Ts this the Purchasing 

partment?” 


Query : 
Answer : 
(Query : 


Answer: “Yes, who is speaking?’ 
Ridiculous? Yes, but real; 
not showing a knowledge 


certainly 
of good busi- 
ness practice. Why had such blundering 
styles of conversation developed? Care- 
less work habits, unwisely fostered by 
the pressures of a job to be done. 

“Do I really sound that bad?” asked 
one supervisor. “Guess I’d better listen 
to myself!” 

These comments were tape-recorded. 
As a result of further discussion, we 
adopted a simple, yet effective, verbal 
salutation. This greeting, location and 
identification sentence, used as a pre 
liminary to a_ telephone 
quickly “placed” the 
ealler: 


conversation, 
speaker for the 
Personnel Depart 
ment, Miss Smith speaking.” 

We were wasting time in another way. 
After placing a call, our employee might 
grope and fumble for needed papers. 
Finally, “wait a second, please” would 
be followed by moments of silence. The 
recipient of the call, waiting for re- 
sumption of the conversation, was im- 
mobilized. 


“Good morning. 


We stressed the importance of having 
all needed material at hand before the 
call was placed. We offered the other 
person the courtesy we hoped he would 
show us. 

We found employees placing a long 
distance call, then vanishing into the 
unknown “for just a second.” Our op- 
erator placed the call. Her action would 
be followed by, “Will you hold, please? 
He just stepped out of his office.” At 
best, a lame apology ! 

Hearing ourselves as others heard us 
was a painful, but educative, process. 
We corrected our slack work habits. W<« 
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Dupli-Typer Ribbon Attachments 


Make INKED Copies 


Increase Production—Reduce Costs 


Continuous 
Form Work 


Bookkeeping 
Machines 


For full 
information write: 
DUPLI-TYPER CO. 


456 Fourth Avenue, New York 16, N. Y. 
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LOOK to WORDEN 


for dependable quality 
in wood office furniture 


3060 SERIES 


A complete line of commercial type 
office desks, chairs, and leather up- 
holstered furniture. 


Write for catalog and details. 


the 


HOLLAND 


WORDEN company 


MICHIGAN 


For More Information Circle No. 228 


IT’S VISIBLE 


Model 41— 
3 Movement 


WRITE FOR 
DETAILS 


Numbering 
Machine 


9949521 


Facsimile Impression 


AMERICAN” NUMBERING MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicago 2, lil. 
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er point to reme mber... 
When purchasing 
pencil sharpeners. 
You get more points 
per pencil, overa 
longer period of time, 
with less maintenance, 
at lower cost, when 


you specify 


America’s 
Office 
Choi e! 


Ss inc. 
sronto. Ca 


Apsco produc 
Los Angeles, Calif. Rockford, Ill. T 
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TYPE CLEANING MADE “ipa 


with the amazing 


CLEANS 
© Typewriters 
7@ Billing Machines 
* Adding Machines 
© Addressing Plates 
* Marking Devices, eta 
®NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upon request 


NORTA DISTRIBUTING COMPANY 


1165 Broadwav, New York |, N. Y. 
For More Information Circle No. 333 


Sa COTTERMAN TUBULAR 
\ WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
in 13 heights — 4 
Send for Circular 
56-0 and prices. 
. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, Ill. 
For More information Circle No. 334 


MANUFACTURERS OF DURALUMINUM 


HOLDERS oi 


Typists ond business 
machine operators want 
*Norto Plastic Type Cleaner 
it's easy to use—no mess 
= no liquids to spill 


MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 335 


3 PHON PROBLEMS 


SOLVED ——_ 
1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 
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inuing program to keep 
New 
tele 
study our procedures tor 
Old em 


positive 


ae veloped a cont 


ourselves aware of our. gains. 


supervisory employees tour the 


phone othees, 


accepting and placing calls. 


ployees are reminded ot the 


features of telephone courtesy by posters 


on bulletin boards, interesting anecdotes 


in our house organ. A contest, Tele- 


phone Tips, Was worked out, based on 


employee suggestions. 

We accomplished our voal and re 
paired our weak link. The advantages 
many. We 
nating’ waste 


We definitely 


with 


were saved time by elimi- 


motion and useless words. 
contacts 


who tele- 


improved our 


patrons and with all 


phoned to us. could sense our 


desire 


People 


‘ 


to be oft ‘oood busi 


attitude. 


service, our 


ness” Even more important, 


our employees developed a closer re 


lationship, the camaraderie existing 
from having taced a 


it together. 


problem and solved 


The Consultant 


these 


must report to the 
board of directors and stockholders. So, 


thinking of either or both of men. 


They too, incidentally, 
even in this rarified atmosphere, there 


are no true free agents. Only the con 


sultant, answerable only to his Con- 
high 
that 


he must have to survive, approaches this 


science and the maintenance of 


standards of ethics and fair play, 
category, 

An alert management consultant must 
learn how to protect himself financially 
in his contractual arrangements so that 
mind to 


called 


It is impossible to sav, mm 


he may present an untettered 
with the 


in to handle. 


cope problems he IS 


advance, just how many days or hours 


will be required to handle a particular 
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No matter how you view it 
— QUALITY PAYS! 


And it will pay YOU to use 
B-V Snapaparts and Tabu- 
lating forms. Strip or Fan- 

form produced, 


they're priced right 





and sure to please! 


/ 


ee Mark of Quality 


BOMmMNnRAR-VAWwreeR 
TH rconporated 


1735 E. 30th STREET - CLEVELAND 14, OHIO 
Sales Offices and Dealers in Principal Cities 


For More Information Circle No. 360 


With Deluxe Steel Verti-File you not 
only save floor space, but your cost per 


filing inch will be one-third the cost of 
conventional drawer files. 


CHECK THESE FEATURES 

e Less file clerks required. 

e Unlimited visibility. 

e Reduces employee fatigue. 

e Increases filing accuracy. 

@ Safer—no tripping over drawers. 

@ Raised bottom shelf protects folios. 
Adopted and approved by the Office 

Management Committee on Cost Reduc- 

tion and Efficiency 





Call your Deluxe Dealer or write for 
new brochure. 


DELUXE METAL FURNITURE CO. - WARREN, PA. 
A Division of the Royal Metal Mfg. Co 


Hs |To) U |x | Ee 
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All you need is a little pull 


Want to keep things to- 
gether—letters, documents, 
canceled checks—any pa- 
pers? All you need is a 
Schlegel Pull Fastener. 

A pull fastener is a narrow band of 
strong cloth looped through a tiny 
metal ring. Slip whatever you want to 
keep together through the loop, pull 
one of the loop ends, and the noose 
slips tight. It never loses its firm grip 
till you pull the other end. 

You will like pull fasteners when you 
see how well they work, how you can 
use them again and again. 

Order some from your stationer or 
write us direct for a sample, prices, and 
a list of the 14 sizes. 


eh! 


MANUFA RING COMPANY 


Industrial Textiles Since 1885 
For More Information Circle No. 274 


e Rochester 7, N. Y. 
Oakville, Ont., Can. 





“Old Faithful” 


Allen’s been faithful, too—since 1920 

Our time-tested products are also faithful 
profit-producers for you—made for every 
purse and every purpose. Boxed under our 
brand name or yours. Write today or phone 
BEekman 3-2255 for prompt sample service 
and quotations on our complete line 


Ge 
wes 


INKED RIBBONS 








ALLEN & COMPANY 


MANUFACTURERS 
DIVISION Of DIXON CARBON & RIBBON CORP. 
19-13 VANDEWATER ST., NEW YORK 38, N.Y. 





NN 





For More Information Circle No. 275 


192 


ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


X 


The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SORTKWIK 
between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 
easier.Long lasting supply... 5@Q¢ 
At your stationer or send $1.00 for 
TRIAL OFFER of two reguiar size containers 


LEE PRODUCTS COMPANY 
Dept. 0-4, 2736 Lyndale Ave. So., Minneapolis, Minn 
For More Information Circle No. 276 
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COFFIELD 
EVERLASTING 
Interchangeable 
ORGANIZATION 

CHART 


pewrite 
1 to 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


hat simple! 
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* Sizes to Fit Any Organization Structure 
° All Parts Are Movable and Re-usable 
* Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-4 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST, CHICAGO 14, ILL. 
For More Information Circle No. 277 
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job. Accordingly, to insure management ence. This would mean a_ get-together 
the best possible job, with the consult with the party (ies) retaining him, bé 
ant’s mind devoted entirely to the em- fore going into the problem, to get 
ployer’s problems and not his own, the full briefing. If the experienced con 
consulting contract should be drawn up — sultant sees a situation that has been 
in a flexible fashion that will quote both decaying for years, he can decline to 
a flat fee for the job and also provide take it or make sure sa all concerned 
for a per diem fee of so much. Then, if are not expecting a miracle. For the out 
the number of days spent on the job put of a consulting fee, no one can ex 
and multiplied by the per diem fee is pect the open wounds of a lifetime to 
greater than the flat fee mentioned, the be healed overnight. 

per diem calculated fee prevails. This The consultant must remember how 
protects the consultant against running his batting average is built. If he takes 
into a longer job than he had antici- on a series of impossible situations and, 
pated, where he would actually lose as a result, he finds himself not “hitting 
money on a normal flat fee. his weight,” he has nobody to blame but 

We are assuming that management himself. 

wants the consultant to do a successful In summation, we would say that a 
job; otherwise why waste the time and — suecessful consultant primarily needs, in 
money to retain him? To that end, it is this order: integrity, know-how, a sense 
well for the consultant to take a leaf of humor and patience. These attributes, 
from the trial lawyer’s book and suggest together with liberal applications of the 
what amounts to a “pre-trial” confer- Golden Rule, should get the job done. 
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~~ TWO BRAND NEW TIME SAVERS 


COP-E-ETT WHIRL-BOARD 
Copy Board File 
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Personnel Conference 
Ameri 


Personnel Administra 
held in Riehmond, Va., 


selected by a poll 


The annual conference of the 
can Society for 
tion will be 
April 22-24. 
of members 


lopics 


will be discussed by such 
authorities as Victor Riesel, labor column 
ist; Dr. Dale 


nesota; Dr. 


Yoder, University of Min 
Russell J. Moberly, Mar 

University; Lee Belcher, Pills 
Mills; Paul W. Kayser, American 
Airlines; Frank M. Bunch, E. I. du Pont 
de Nemours & Co.; Dr. Mek ar 
land, General Motors Corp. Complete in 
Paul Moore, 
M.S.U., East 


quette 
bury 

Kenneth 
formation can be had from 
Kellogg Center, 


Mich. 


Room 5, 


Lansing, 


School Buyers Convention 

The 36th annual 
National Assn. of Educational 
will be held at the 
Hotel, Cincinnati, May 1-3. The program 


convention of the 
Buyers 
Sheraton-Gibson 


will include 13 workshops on such sub 
jects as warehousing and inventory con 
trol, 
ing, small construction and repairs, 


central duplicating, buying print- 
floor 
coverings, reorganizing purchasing pro 
workload and _ job 
Details from Bert 
executive secretary, 1461 


Garden City, N. Y. 


cedures through 
analysis study, ete. 


C, Ahrens, 
Franklin Ave., 


Operations Research Seminars 
Close to 75 manufacturing and finance 
attend 


operations 


executives will two edueational 


seminars on research sched 
Management Assn. in 


York. Those at 


San 


American 
Francisco and New 


uled by 
San 
tending the meeting in Francisco 
will discuss a basic approach to opera 


tions research, April 24-26; manufactur- 


194 


New 
will be concerned with administration of 
The 


evaluation of 


ing executives in York, June 3-5, 


the operations research function. 


will 


the dev elopment 


seminars provide an 
of operations research 
to date and a 


review of current appli 


cations in the financial and manufactur- 


ing fields. 


NOMA Moves Headquarters 


National Office Management 


mov ed 


Assn. has 
into its new headquarters build 
1927 Old York Road, Abington, 
Pa., 12 miles from Philadelphia 
(Post Office address is Willow 
Pa.). Interior of the two-story 
is functionally organized to provide effi 


ing at 
central 

Grove, 
building 
cient work flow between departments. 
matter 
distributes to its 
floor. 
Executive offices are on the second floor. 
Window sills are 54” from floors so that 
four-drawer other 


against out 


Processing 


which the 


facilities for printed 
association 
first 


members is arranged on the 


filing cabinets and 


equipment may be placed 


side walls without from ap 
light NOMA’s new 


telephone number is Willow Grove 4300. 


detracting 


pearance or souree., 


OEANY Executive Secretary 
Martin 
secretary of the 
Assn. of N. Y. by 
Mr. Martin has had nearly 25 years of 


was named execu- 
Office 
the board of directors. 


Manness T. 


tive Executives 


consulting and operating experience in 
management. He has been 
with Lester B. Knight & Asso 
ciates, Cresap, McCormick & Paget, Re- 
search Institute of America and National 
Assn. of Manufacturers. Rudolph Lang 
continues as director of the 
association and managing director of the 
National will thus be 


othee “Asso- 


ciated 


executive 


3usiness Show. It 
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the SURE WAY to increase typing 
efficiency and improve quality 
of all typewritten copies! 


Hu¥@n 


COr# 


ULL OUT Style 


try it the “HURON COPYSETTE” way 
| PORT HURON SULPHITE & PAPER CO. 


| Port Huron, Michigan 


efficient and effectiv | 6 Please send to me without obligation free 
COPYSETTE really is samples of HURON COPYSETTE. 


free samples ted 
STATIONERS We invite 


yles, descriptive literature and 


e sts 


your inquiries Send for san | 


PORT HURON SULPHITE & PAPER CO. port nuron, michican 


For More Information Circle No. 160 








IRST, THINK it through with the man 
from Elbe. Our representatives always 
give you prompt personal service with 
a friendly professional approach. 











The man from Elbe is a constant source of useful 
ideas. He'll study your problem; discuss objectives, 
illustrate case histories; and pinpoint conclusions by 
offering estimates and samples without obligation. Don’t 
think about it any longer... . representatives in principal 
cities. Write Dept. F.4 for Elbe’s Free Idea Booklet. 


ELBE FILE « BINDER CO., INC. 


FALL RIVER, MASSACHUSETTS 
New York Showroom — 411 Fourth Ave. 


ONE OF AMERICA’S LARGEST MFRS. OF LOOSE LEAF PRODUCTS 


For More Information Circle No. 184 
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possible for Mr. Lang to devote more 
time and energy to the greatly enlarged 
and to activities 


show, coordinate all 


of the association, 

Industrial Engineers’ Conference 
The Institute of Industrial 

Engineers will hold its 8th annual con 

ference at the Hotel Statler, New York, 

May 16-17. The 

anyone interested in 


American 


conference is open to 
management or in- 
dustrial engineering. Over 1500 are ex- 
pected to attend from every state in the 
nation. More than 20 speakers will cover 
such 
duction planning 
tives, design of a management reporting 


figures, 


topics as new techniques in pro- 


and scheduling, incen- 


control 
and operations research and setting up 


system, cost inventory 
an industrial engineering program. Simul- 
taneous sessions will allow attending a 
sequence of talks closest to one’s special 
interests. The banquet speech will be on 
the earth satellite project by N. E. Felt 
of Glenn L. 
ATIF, 145 N. 
Ohio. 


Jr., operations manager 
Martin Co. Data 
High St., Columbus 15, 


from 


Records Institute in Washington 

American University, in cooperation 
with the National Archives & Records 
Service, will conduct its 4th Institute 
on Records Management in Washing- 
ton, June 3-14. Enrollment is limited 
to 40 students. Tuition is $50. Literature 
may be obtained from the Director, Insti- 
tute on Reeords Management, American 
University, 1901 F St., NW, Washing- 
ton 6, D.C, 


AMA Staff Changes 

Changes in the executive staff of 
American Management Assn., made to 
keep pace with the association’s expand- 
ing educational program, were announced 
by Lawrence A. Appley, president. C. 
Whitford McDowell was appointed man- 
ager of the association’s finance division, 
succeeding Clifford J. Craft who was 
named director of special projects. Mr. 
McDowell will be succeeded as manager 


THe Orrice—April, 1957 


Secretary of Commerce Sinclair Weeks signing 
the proclamation declaring April 21-27 Na- 
tional Secretaries Week, with April 24 as 
National Secretaries Day, Looking on are 
Martha Rosamond, president, National Secre- 
taries Assn. (International) and Harry M. 
Nordberg, president, Office Equipment Manu- 
facturers Institute, co-sponsors of National 
Secretaries Week, Theme of the week is 
"Better Secretaries Mean Better Business.’ 


of AMA’s personnel division by George 
director of the intra 
David J. 
now manager of the general management 
division following the appointment of 
E. O. Malott, former 
faculty of the University of 


former 
program. 


Odiorne, 


company Secunda is 


manager, to the 
Virginia. 


Kansas City Conference 


The 2nd Annual Office 
Techniques and Practices will be held 
at the Hotel Continental, Kansas City, 
Mo., May 2-3, by the University of 
Kansas Extension and sponsored by lo 
eal and regional chapters of management 
Workshops and_ exhibits 
Information may be 
Avison, 


Conference on 


associations. 
will be included. 
secured from Edward S&S. 
versity of Kansas Extension Center, 39th 
& Rainbow Blvd., Kansas City 3, Kans. 


Uni- 


The Help Shortage in N. Y. 

5,207 unfilled jobs in 250 
New York City offices according to re 
sults of a survey conducted by the Office 
Executives Assn. of N. Y. The 250 firms 


There are 
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"| Always Depend on 


. yt 
Says Jon Gnagy 
Prominent American Artist 


“An artist is an eraser's severest critic. 
In my work | depend on Weldon Roberts 
Erasers. Their outstanding variety and ver- 
satility enable me to select exactly the size, 
shape and texture best suited to whatever art 
medium and technique | employ. Self-cleaning 
Weldon Roberts Erasers work smoother and 
faster than any others | have ever used.” 
FOR YOUR ERASING REQUIREMENTS 
Drawing * Writing * Typing 
There's a specifically-suited 
Weldon Roberts Eraser 
—backed by four generations of originality 
in design, quality in manufacture, world 
leadership. 
Write for our new booklet O-4, which illus- 
trates the entire line of Weldon Roberts 
Erasers in actual sizes and colors. 


ORDER your Weldon Roberts Erasers TODAY! 
WELDON ROBERTS RUBBER CO. 


365 Sixth Avenue, Newark 7, N. J. 
World’s Foremost Eraser Specialists 


Waldon Rebeits 
Enon 


Correct Mistakes in Any Language 


For More Information Circle No. 249 
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now employ 81,591 but need 6.3% more 
help. This figure, projected into the more 
than one million office workers in the 
area, would indicate 65,000 
vacancies altogether. Only 78 of the 250 
firms reporting said they had enough 
help. Each of these 78 now employ 500 
or fewer office workers. The greatest 
need for workers is in offices which now 
have less than 25 workers and those with 
over 1000 employees. Two companies 
with a total of 19,500 office employees 
need 2700 or 13.8% more. This might in- 
dicate that presently available job ap- 
plicants are shy of very small and very 
large offices. Those with from 26 to 250 
better than 97% 


there are 


employees now have 


of their required staffs. 


Labor-Management Weekly 

To meet the need for more informa- 
tion on labor-management relations be- 
cause of the expanded effort to organize 
millions of white collar workers an- 
nounced by the AFL-CIO, the Bureau 
of National Affairs, Inc., 1231 24th St., 
NW, Washington 7, D.C., announced pub- 
lication of its weekly ‘‘White Collar 
Report,’’ to cover current developments 
for management and labor executives 
concerned with organizing contract nego- 


tiation and labor laws. 


Manpower’s 100th Office 


New appointments and promotions in 
keeping with the expansion program of 
Manpower, Inc., announced by 
Elmer L. Winter, president, to coincide 
with the opening of the 100th Manpower 
office in Washington, D. C. Other offices 
have been opened in Albuquerque, N. M.; 
Bronx, N. Y.; Dallas, Tyler, Waco, Fort 
Worth, and San Antonio, Texas; Greens- 
boro, N. C.; Jacksonville, Florida; Louis- 
ville, Kentucky; Richmond, Va.; Rock- 
ford, Ill.; Wichita, Kansas; Kansas City, 
Mo.; Wilmington, Delaware; Birming- 
ham, Ala.; and Charlotte, N. C. 

‘*Our Paris and London offices have 


were 


| proven so successful that we will soon 
| establish 
| Birmingham, 


offices in 
Brussels and 


additional overseas 
England; 
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Liege, Belgium, and Milan, Italy,’’ said 
Mr. Winter. Gerald Heller is adminis- 
trative assistant to the executive vice 
president; Robert Schreck, is assistant 
to the sales manager, and Jean Plevak is 
national coordinator of the office division. 
Heading two new services, introduced 
at the Manpower home office, are Robert 
Hines, microfilming division, and Mar 
guerite Peters, School of Automation. 
Plans to expand these services to branch 


offices are being made. SAFE TRAVEL 


: lt- Ju POCKET 
Production Control bu lg A fies 


(Continued from page 94 as part of your 
not cluttered up with futures, and em- LITHOSTRIP 
ployees are not engaged in the produc- | “a LITHOSET 


tion of items not on order. Partial ship- 

ments are now feasible. It is no longer POCKET FORM 
necessary to hold up a shipment. be- 

cause materials may not be on hand to Smart? You bet! Simple? Take a look! Per- 
fill the entire order. Now, different ear- fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 


PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 


We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS ... on the back of any 
copy in your Continuous or Unit Form sets. 


FREE POCKET FORM SAMPLES ON REQUEST. 


tons going to one customer can be 


We engineer many types of office 
forms. CONSULT US. 


500 BITTNER ST ST. LOUIS 15. MO 
For More Information Circle No. 252 


The world’s smallest 
and most economical 
adding 

machine... 





Key to operations at Natalie Lamp & Shade | 
Co. is the single carton unit of production | SWIFT BUSINESS MACHINES CoRP. 


and shipment. GREAT BARRINGTON, MASSACHUSETTS 
For More Information Circle No. 253 


Tue Orrice—April, 1957 





€ 


shipped on different dates without con- 
fusion. 

A production and shipping system as 
flexible as this requires firm and simple 
controls for maximum effectiveness. This 
was provided for in the overall plan by 
the use of a centralized Ormig Selective 
Data Printer. In studying our opera- 
tional procedures, we found that we 
could deploy our production and 
shipping forces in this way only if the 
forms needed to carry out each opera- 
tion were standardized, simplified and 
tailored to the individual task. The 
duplicator allowed us to tie together 
all data about a particular customer’s 
order on one master while at the same 
time obtaining standardized 
tickets and other forms to control the 
entire assembly, packaging and shipping 
operations. 


move 


The master, which is made up upon 
receipt of a customer’s order, contains 


WAN 


two types of information: (1) that 
which is common to the entire order; 
and (2) that which is relevant to specific 
itemized operations. 
Information in the 
(customer data, order date, 
date, quantity, style number, 
prices, totals) is contained in the 
heading. Additional common informa- 
tion which may not be used at all times 
(shipping instructions, order number, 
salesman’s name, terms of sale) is con- 


first category 
delivery 


colors, 


tained in a second heading. 

Beneath the two headings are listed 
the data about earton which will 
make up the total order (label, carton 
type, case number, style number, size, 
unit price, amount). Data about only 
one carton of merchandise is typed on 
line. If the order is 
made up of six lines are 


each 


each eustomer’s 
cartons, SIX 
master. 


down 


used on the 
To break 


T ED 


orders into eartons 


WE PAY HIGHER THAN TRADE-IN PRICES 
BOOKKEEPING MACHINES 


BURROUGHS *¢ REMINGTON 


NATIONAL ¢ SUNDSTRAND 


ADDRESSOGRAPHS — GRAPHOTYPES 
CALCULATORS — KARDEX CABINETS 
BRANDT COIN MACHINES 


TOP PRICES PAID FOR LATE MODEL MACHINES. 
PLEASE SUBMIT COMPLETE DETAILS WHEN WRITING. 


Bookxeerine MAcuines, we 


434 Broadway—Dept. G, New York 13, N. Y. 


WaAlker 5-1459 


For More Information Circle No. 237 
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YOURS 
FREE! 


GIANT NEW FAS 
1957 ALVIN CATALOG 


84 pages of the most complete line of . . . 


e Drafting Materials 
e Drawing Equipment 
e Measuring Devices 


e Drawing Sets 
¢ Drafting Instruments 
¢ Designing Aids 


This new fully illustrated catalog is chock 
full of practical merchandise for engineers, 
draftsmen, architects, designers, students, 
etc. 


See complete Alvin line at your local dealer 
or write for further information . . . TODAY! 


ALVIN & COMPANY, INC. 


Windsor, Connecticut 














For More Information Circle No. 280 





Wilhelm Dreusicke2Co kG 


MANUFACTURERS: OF UNION-TYPE 
TYPEWRITER PARTS AND SPECIAL TOOLS 
BERLIN W35 LUTZOWSTR.3 

WRITE FOR FREE COPY OF OUR ILLUSTRATED CATALOG 


For More Information Circle No. 281 
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Value 
of All 
“Time! 


The small _ invest- 
ment in a PIONEER 
PAPER DRILL is 
soon repaid and 
then goes on mak- 
ing money for you 
instead of someone 
else. Eliminates costly time-consuming ‘‘'farm- 
ing-out." 

You pay for a PIONEER whether you buy one 
or not. 


Anyone can operate. A production machine with 
such quick set-up that short runs are a special 
delight. Accessories for cornering, slotting and 
slitting. 


Send for Literature Now. 


PIONEER 


1130 NEBRASKA ¢ TOLEDO 7, OHIO 





For More Information Circle No. 282 





( REPLACE 


WORN, 

BROKEN TABS 

WITH Smith’s 

OP NWINDQ(Q) Steel Guides 


Remove old tabs—slip these mov- 
able, clamp-on guides easily into 
place. 


Available in |"' and 2" widths. Packed 
25 to box with labels in strips for 
easy typing. Also alphabetic labels 
to 200 subdivisions. 


Hundreds of other uses to save time, 
improve filing. See your office supply 
dealer or write direct. 








CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 
lor more than 50 years, a comple te line 


of time-saving signals and indexes 


For More Information Circle No. 283 
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THE ONLY BOOK 
OF ITS KIND! 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me ............ 


Describes al! office reproduction and 
duplicating processes. Time-saving charts 
show at a glance whieh process to use 
for best results in any situation. Tells how — 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 
tells when not to use certain methods. 


Includes: 

CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 

STENCIL DUPLICATING, 

RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA), 

CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER), 


FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
FACSIMILE TRANSMISSION, 

PUNCHED CARD DATA TRANSMISSION, 
IMPRESSION STAMPS, 

ADDRESSING METHODS, 

TABULATING MACHINES, 

SIGNATURE MACHINES, 

OTHER IMPRINTING MACHINES, 
BINDING AND FINISHING EQUIPMENT, 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 
advertising by duplicator manufacturers, 
with Buyer's Guide index). 


copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. (] / enclose remittance. [] Send invoice. 
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requires complete knowledge of mer- 
chandise and packaging by our staff, 
since all orders must be visualized in 
terms of cartons as soon as they reach 
our office. When all this basic informa- 
tion has been taken from the customer’s 
original order and entered on the mas- 
ter, an order entry copy is made and 
filed alphabetically according to custo- 
mer, 

At the same time, line copies are 
pulled, picking up the first heading 
(shipping instructions), with one line 
of merchandise data. This copy, deserib- 
ing contents of a single carton, serves 
as a label for the carton. This is done 
for every line (carton) on the order 
master. The labels are then sent with 
the order to the factory. 

From this same master, single-line 
production and assembly order tickets 
are run off, each of which details a set 
of instructions for a particular job in 
the factory. A production order control 
form ties together the various move 
tickets and coordinates the assembly 
and packaging work on each order. 

As the products are packaged into 
eartons, each carton is given a number 
which is penciled on the order master 
next to the appropriate carton line. 
When every line on the master has a 
carton number next to it, a shipping 
order is run. This ties the customer’s 
order together at the point of shipment. 

After the order has been shipped, 
the shipping form is returned to the 
office, the relevant data taken off and 
recorded on the master. The master now 
has all information about the order in- 
cluding date shipped, manner of 
shipping, total weight, invoice and ear- 
ton number. Everything is on one form. 

The Ormig Selective Data Printer, 
which prints all the job tickets and 
other forms from the one master, has 
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CARBON INTERLEAVED 
BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 


CARO, MICHIGAN 


For More Information Circle No. 2 238 





BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 
For fast, accurate 
typing of bottom 
line index on all 
visible cards 


10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 


280 Main St., Worcester 8, Mass. 


i For More Information Circle No. 239° 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular 
and Prices 


‘ Come ape 


32 — McWILLIAMS ST 


ALITY 
PRODUCTS 


CASHERE ‘CORPORATION 


Successor to International Cash Register & Parts Co 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 241 
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A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


~FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield —the Rush 
Eraser is less than one char- 
acter thick. In _ beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 
Order from your dealer or 
send 50¢ and dealer’s name. 
THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 








For More Information Circle No. 243 


S2IUHUNNNNUUUUUUUUAQUUEEUUUAAAAAUETTUUAA AUTH 


FINAL 
NOTICE 


Forms Close This 
Month for the 
1957 Issue of 


La Oficina 
All office equipment and 
stationery importers, 
distributors, dealers and 
large users in 19 Latin 
American countries use 
LA OFICINA as a refer- 
ence guide all year long. 
Its advertising rates are 
low — its coverage is 
complete. Write at once! 


OFFICE PUBLICATIONS CO. 


232 Madison Ave., New York 16, N.Y. 


oe — | 
pe in| 
aad = 
“al r 


For More Information Circle No. 223 


Multilith Owners! 
Better Presswork 


Jumbo Shell is suc- 
cess-proven 10 yrs.! 
Thousands sold on 
approval, less than 
1% returned. Many 
in use 8-10 years, 
still good! Improves 
presswork amazing- 
ly. ‘‘It’s like 3 ex- 
tra rollers!’’ say 
users. Installs in 5 
minutes without 
drilling. Choice of 
brass or lucite cyl- 
inder, only $29.50; 
postpaid if check 
with order. 5-year 
guarantee. 10-day 
money-back guar- 


tee. Write! 
FREE Slash masking, set- 
up time! Try 5 Base 
Line Masking Sheets FREE! 
For Nos. 1250, 1300, 2066-SD, 
LD, also Davidsons. Mention 
make, model press! 


LITHO ENGINEERING & RESEARCH 
2417 Second Ave., Dept. OM, Seattle 1}, Wash. 
For More Information Circle No. 221 


COMPLETE 








@ SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


**BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
“DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in German 


combined only $13.00 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
Ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. « New York 6, N. Y. 
Tel: BArclay 7-9550 


VERLAG PETER BASTEN, Aachen, Germany 
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permitted us to create, at one central 
point without transcribing, tailor-fitted 
forms that control each operation along 
the way. The duplicator operates so that 
the individual line tickets can be pro- 
duced in combination with one or both 
of the common headings. The machine 
advances automatically from line to line, 
and all the operator does is feed the 
necessary number of pieces of paper 
after setting the controls. In this way, 
the shipping instructions included in 
the heading appear continuous with, say, 
the fourth itemized carton line on the 
label or assembly ticket—although they 
are separated by another heading and 
three carton lines on the master. Items 
selected from the top, middle and bot- 
tom of the master can all be condensed 
on one short single-item ticket. 
one master we produce the 
forms and records: 
Order Entry Form. 


From 
following 


Sap on a8 Ge ee oe oe oe oe et ee ee eee ees ee} 


CODO MANUFACTURING CORPORATION 
Coraopolis, Pennsylvania 


Production Order (as many as there 
are cartons in each order). 

Shipping Order (advises shipping 
dept. that an order is ready to be col- 
lected and shipped). 

Permanent Alphabetical File Copy. 

Permanent Numerical File Copy. 

Salesman’s Commission Copy. 

Invoice, 

All of these are 
quantities needed for each operation. 
The tight production control afforded 
by this system has enabled us to solve 
our warehousing problem, speed assem- 
bly, enjoy a flexible shipping 
system and coordinate paperwork pro- 
cedures in one central place. 

Transcribing multiple data, with the 
chance of human error which the carton- 
type operation would have entailed, has 
been eliminated. We solved our prob- 
lems by attacking production and its 
control as part of one integral pattern. 


produced in the 


more 


UNBEATABLE 


COMBINATION! 


( db, SUPER-KOTE 
o CARBON PAPER 
with the CODO-CHROME treatment 


and 
( ; Lig, EXGLUSIVE 
OA CARBON GRIPPER 
Nothing else equals this combina- 


tion for superior impressions — and 
it is available only from Codo! 





es 


| 
| 
| 
{ Name 
1 
| 


Address 





Ss discccdstenieiehs 





TRY THEM! 


Type name on your letter- 





| City 
5 | State 


head for free samples. 





EE EAS 7S 
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.-NEWS 


* of 


the Industry 





Harris-Intertype Corp. 


Merger of Harris-Seybold Co. and In 
tertype Corp. was approved by directors 
of both companies, subject 
by shareholders. 
Ss. Dively, 


Harris-Seybold, and 


to approval 
According to George 
chairman and president of 
Harry G. Willnus, 
president of Intertype, the combined or 
ganization, to be 
Intertype Corp., 
diversified 


Harris 
will be the world’s most 


known as 
manufacturer of equipment 
and supplies for the printing and pub 
lishing Harris-Seybold 


producer of 


industry. is pri- 


marily a printing 


presses, 


while Intertype specializes in 
Willnus 
tinue as president of Intertype, with Mr. 


Dively 


tvpeset 


ting equipment. Mr. will con 


becoming chairman and _ presi 


dent of MHarris-Intertype Corp.  Inter- 


type will continue operating with its 


present personnel as an autonomous di 


vision of Harris-Intertype. 


Officers 

The 
rectors of 
MeCaskey 
Galt, Ont., 
announced the elec 
tion of A. F. Bake 
well as_ president. 
Mr. Bakewell 


continue to serve as 


Victor-McCaskey 
board of di 
Vietor 


will 


vice president and 


general 


A. F. Bakewell 


sales man 

ager of Victor Add- 

ing Machine Co., Chicago, the parent or 
ganization. He has been elected to this 
position 


because of the increasing im 


portance of sales volume to expansion 
of the Victor Canadian subsidiary. G. H. 


Turner, former president of Victor 


206 


Ltd., 
Canada, 


McCaskey Ltd., will continue as vice 
president of the firm. T. L. Fox is vice 
president and general } 
Murray, secretary; S. N. 
and D. L. Schroder, 


and treasurer. 


manager; G. E, 
Drysdale, 


treasurer assistant 


secretary assistant 


Wibel Heads Gray Mfg. Co. 

John W. Wibel, former vice president 
and secretary, was elected president of 
Mfg. Co., following a 
ation of the board of 
MeGovern Jr., is 


Gray reorganiz 
John F. 
president and 
treasurer. Mr. Wibel-has been with the 
and Mr. MeGovern, 
who was controller, has been with Gray 
Walter E. 
and treasurer 


directors. 
vice 


company 12 years 


nine years. Ditmars, president 


since 1938, will continue 


to serve as a special consultant. 


Burroughs International Division 


Establishment of an International Di- 
Burroughs Corp. with Ray W. 


as vice president 


vision of 
Macdonald 


was announced by Ray R. 


in charge, 
Eippert, exe 
cutive vice president. The new division, 


Ray W. Macdonald Robert A. Atkins 


is another major step in Burroughs’ or- 
ganizational program of separating line 
and staff functions and creating logical 


line operating divisions. The division 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations cc 
plete a PLASTICO BINDING in minutes! Pre g 
guarantee professional results. And these easy-to- 

chines cost so little they soon pay for themselves—save you 
money from then on in, A few copies or thousands ... catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service. 


You'll be delighted with the way sleek, colorful PLASTICO 
BINDING enriches and modernizes. The way pages open 
flat easily . . . provide unbroken doubly-impressive spreads 

. turn smoothly no matter how thick your book, In a 










xeluacve wide variety of rich colors, PLASTICO BINDINGS “'spark"* 
' can’’ » simpl Vv re th dignity and prestige. 
n the simplest cover treatment w gnity g 
“QAth Desig Get the details today! 


Sik Gas oe SE 
PLASTIC BINDING CORPORATION 
| Dept. © 732 Sherman St, Chicago, 5 tlinoid 
| Please rush FREE MANUAL giving me full informetion about 


the mew PLASTICO Hand-Operated Punching and Binding 
Units. 


PLASTIC BINDING CORPORATION (iii Fite ——_ 


2in America Firm 


732 Sherman St 15 W. 24th St 
4 aliaesel: 5 ] New York 10, N Y 


Address 
City 


eV 





Have | got 
“Rush-Joh” 
problems! 


Guess I'd better switch to 


NKETS 
MERCURY-LITH ROLLERS ANO + se 
for Multilith printing moc i 
: APH ROLLERS 


machines 


el 


When you have a really tough reproduction 


, -GR 
MERCURY-GRAFE | 
tor Multigraph duplicating 


problem—tricky combinations of tints and 
solids, delicate lines, or halftones similar 
to those run on commercial presses 

that’s when you'll be glad you have Mercury 
rollers and blankets on your presscs. Give 


Mercury products a trial! 


RAPID ROLLER COMPANY 


Main Office and Factory: Federal at 26th St., Chicago 16, Il. 


Eastern Sales Office & Warehouse:218-224 Elizabeth Ave. . Newark 8,N.J. 
For More Information Circle No. 190 
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will have cognizant responsibility for 
Burroughs marketing operations outside 
the U. 8. and Canada as well as for the 
operation of manufacturing and engi 
facilities at 
land; Strathleven 
Seotland; Pantin, France; and Sao 
Brazil. Robert A. Atkins, diree- 


tor of the corporation’s overseas manu- 


neering Nottingham, Eng 


and Cumbernauld, 
Paulo, 


facturing, was appointed general manu 
facturing manager for the division. He 
assumes top staff responsibility for man 
ufacturing within the 


new division. 


Adder Dealer Sales Manager 
George D. Scheel, a member of the sel- 

ling organization of National Cash Reg- 

ister Co. for the past eight 


years, was 


named dealer sales for Na 
tional adding machines. He will 
and desk-model book- 
keeping machines to NCR-franchised 
dealers throughout the U. S. and Canada. 


manager of 
direct 


sales of adding 


Photostat Selling Whitin Offset 


Harold W. Niven, president, Photo- 
stat Corp., and J. Hugh Bolton, presi- 
dent, Whitin Business Equipment Corp., 
announced the signing of an agreement 
whereby Photostat will market and serv- 
ice the Whitin Masterlith Offset Dupli- 
cator in the U. 8. and its territories. The 
duplicator is manufactured under exclu- 
sive U. S. rights by Whitin Machine 
Works. Photostat Corp., with executive 
offices in Providence, R. I., and sales of- 
fice and plant in Rochester, N. Y., is 














organized on a national basis to sell and 
service its well known photocopy equip 
ment, accessories and 
ditional offset 
nel are being added to the company’s 
large staff of field technicians. The pres- 
ent 22 field 


cases be enlarged 


supplies. Ad- 


sales and service 


person 


service oftices will in 


additional 


many 
and offices 


opened, 


Datamatic Executives 

John EF. 
president in charge of sales for Datama 
tie Corp., it was announced by Walter 
W. Finke, president. Mr. Johnson, pre 
viously director of sales, 


Johnson was elected vice 


continues to 
be responsible for all sales and merchan- 
advertising, 
Data- 
Minneapolis- 
Raytheon 


dising activities, including 


training and_ service. 
jointly by 
Regulator Co. 


customer 
matie, owned 
Honeywell and 
Mfg. Co., is engaged in the development 
and production of large electronic data 
processing systems. 
Murray Ellis and Samuel Wiegand 
were appointed assistant managers in 
the sales department by Mr. 
Mr. Ellis will be responsible for the east 
ern and northern regions. Mr. Wiegand 
will direct sales activity in the southern 


and western regions. 


Johnson. 


Acquires Phone Answerer 


r 


General Telephone Corp. has acquired 
all outstanding stock of Electronic Sec- 
retary Industries, Inc., it was announced 
by General Telephone’s president, Donald 


sg 


< ‘ 


Recently completed factory of Keener Rubber Co., Alliance, Ohio, which manufactures rubber 

bands exclusively. Kenneth B. Miller is president of the new firm, O, R. Herron is vice presi- 

dent in charge of sales, Steve Bugara is vice president in charge of production, and Helen 
Schwall is office manager. Keener will distribute nationally through dealers. 
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C. Power. Electronic Secretary Indus- 
tries is engaged primarily in the devel- 
opment and manufacture of automatic 
telephone answering and _ recording 
equipment. George W. Danner continues 
as president of Electronic Secretary In- 
dustries, Inc. 


Veeder-Root Sales Managers 
Arthur E. 


and George L. 


Kallinich, vice 
Logan, sales manager of 
the Counting Devices Div., Veeder-Root 


Ine., announced that two long-time sales 


president, 


executives of the company are in newly 
created posts. T. Nelson 
manager of the 


Jr., is eastern 


sales division, adminis- 
tering the territory from Cleveland east, 
and including all the east, southeast and 
northeast. His headquarters 
the home office in 
Charles 


remain in 
Hartford, Conn. C. 
Lombardi, head of the firm’s 
Chicago office for the past 11 years, is 
now western sales manager, supervising 
territory from Cincinnati to the Pacific. 


a 





CALCULATING MACHINES 


Copease Corp. Moves 

Copease Corp., distributor of Copease 
photocopying moved to 
new sales and executive headquarters at 
425 Park Ave., New York. The company 
was in temporary offices at 70 Fifth 
Ave. since Jan. 1. Copease maintains its 
warehouse at 145 Hudson St., New York, 
and has regional sales offices and distri- 


machines, has 


butors in principal cities throughout the 
country. 


Letterex Contest 


William W. Bradford 
Letterex will promote a contest 
for secretaries on the theme: ‘‘Why we 
like Letterex in our office,’’ with weekly 
prizes and the grand prize an all-expense 
holiday at some popular resort. Letterex 
distributors may secure radio continu- 
ity for this promotion by writing Let- 
terex Corp., Washington 9, D.C., which 
also furrishes dealers 
eorded for commercial 


announced that 
Corp. 


continuity re- 
broadcasting. 








DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4914 


For More Information Circle No. 326 
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Letterex has pioneered radio and tele- 
vision promotion of its products both in 
direct and dealer areas, to test modern 
merchandising methods in the carbon 
paper and second sheet field, tradition- 
ally marketed by older methods, 


Bennett Is Sales Manager 


George W. Ben- 
nett has been ap- 
pointed sales man- 
ager of Metal Prod- 
ucts Engineering, 
Inc., Los Angeles 
manufacturer of 
bank and office 
equipment. Mr. 
Bennett was for- 

: is merly field director 
George W. Bennett for the All- Year 
Club of Southern California. Prior to 
that, he was in advertising and sales pro- 
motion work at Buick Motors, Division 
of General Motors. 


Facit Dealer Contest 

Three 10-day holiday trips to Sweden, 
home of Facit calculators, Odhner ad- 
ding machines and Halda typewriters, 
plus weekend tours to New York or San 
Francisco and other prizes will be 
awarded winners of the Facit Olympics, 
nationwide sales contest for Facit, 
Odhner and Halda dealers. The start of 
the contest, to run through August, was 
announced by Erik A. Ohlsson, presi- 
dent of Facit, Inc., U.S. distributors for 
Sweden’s Atvidabergs Industrier, manu- 
facturer of the three machines. In ad- 
dition to stimulating sales, Mr. Ohlsson 
points out, purpose of the Facit Olym- 
pies is ‘‘to build even closer, stronger 
ties with Facit dealers and help famil- 
iarize them with the company’s entire 
organization, here and abroad.’’ The 
contest will be judged on a month-to- 
month basis with individual sales quotas 
measured against past performance and 
improvement records, general buying po- 
tential for each area and other criteria. 
Regardless of size or territory, all will 
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NO OTHER 


PAPER CUTTER 


FOR tne OFFICE IS BUILT | 
TO SELL|$O LOW! 


A 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 

for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 

Order from your dealer or 


Michael Lith 


INCORPORATED 
145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


For More Information Circle No. 337 











Nippo Check Writer yy 


Gives the same POSITIVE 
PROTECTION as machines 
costing up to $500.00. 


Will be shown at Stand 
No. 1268 of the U. 8. 
World Trade Fair (New 
York Coliseum, April 14- 


27, 1957). 


(G Type) 


Nippo Machine Industry Co., Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 





For More Information Circle No. 338 
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1t's 42 Simple 44s 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e¢ BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 











@ee 
SYSTEMS, LTOge6 
5 SECOND STREET 
SAN FRANCISCO 
CALIFORNIA 











award first, 











SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 


THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 


For More Information Circle No. 311 
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have an equal chance to win. Larger 
volume dealers will compete with others 
firms with 
Facit will also 
and third prizes at 
the contest’s half-way mark in June to 
three categories, based on 
that Monthly ‘‘gold 
plaques will be awarded to lead- 
division for out- 
during the month. Com- 
ails on the Facit Olympics are 
from Facit, Ine., 404 Fourth 
York 16, or 235 Montgomery 
Franeiseo 4. 


of the same size; smaller 


those in their elass. 


second 


leaders in 
sales .to point. 
medal’’ 
ing dealers in each 
standing sales 
plete det 
available 


Ave., New 


St., San 


To Aid Show Exhibitors 


exhibitors more assistance in 
efforts, the National 
appointed George H. 
Gutekunst Jr. director of public rela- 
tions. Mr. Gutekunst was technical con- 
sultant for the center of 
year’s show. A pattern has now 
New York Col- 
booths will be numbered 
make it easier for 
to find any particular exhibit. 


To give 
their 
Business Show 


promotional 
has 


theme last 
traftic 
been established for the 
that 


this year to 


iseum so 


visitors 


Cole Expects Boom Year 


Office equipment this 


to be a 


factories expect 
year, according to 8. T. 
president, Cole Steel Equip- 
large producers of steel desks 
and chairs, who said their sales may be 
their history. Last year 
s volume was 35% over the preced- 
‘This marks the sixth 
year that has increased 
said Mr. Scheinman. He pointed 
out that the greater number of employed 
office workers require more equipment 
and that the end product of office auto- 
mation is a greater volume of paper to 
be filed. Mr. Scheinman further stated 
that, while it seems the fashion of gov- 
ernment and business leaders to warn of 
a depression, he is confident the office 
equipment industry will continue to en- 
joy prosperity. 


boom 
Scheinman, 
ment Co., 


the best in 
Cole’ 
ing year. 
straight 


sales,’’ 


Cole 
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Mead’s Monthly Awards 


An added feature to their popular 
Monthly Awards Contest was made by 
Mead Papers, Inc. Framed certificates 
are awarded each month, to the three 
merchant winning the top 
presentation to their cus- 
‘* This 
(name of customer) 
for the craftsmanship and excellence of 
idea and demonstrated in 


salesmen 
awards, for 
tomers, 


Certificate reads, award 
has been made to 


design their 


printed material, and its selection as a 
top Award Winner in our nationwide 
competitions for fine printing,’’ and is 
signed by H. Warren Kampf, president, 
and Frank Gerhart, director of 
tising. First certificates 
to John M. Corse, A. 

Philadelphia; E. G. 
ham & Prosser Co., St. 
McDaniel, 
ville. The 


consecutive 


adver 

were awarded 
Hartung & Co., 
Hunsinger, Berming- 
Louis; C. J. 
Clements Paper Co., Nash- 
contest is now in its eighth 
year. 





— — STATIONERS ... PRINTERS. . 


PROFIT 
IN FORMS 


New Carbonless 
Forms, Too! 


. AGENTS ... 
1.015 DEALERS HAVE A PROFITABLE SIDE-LINE in... 


ONE-TIME .$%45a5¢" CARBON FORMS 


The 1,015 dealers 
lucrative discounts . 

. protection on repeats. 
ing (Snap)-Easy money—So can you! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y.—— Branch Plant: Denison, Texas 


who sell Snap-Easy Forms get 
. « their own imprint on forms 
1,015 dealers are mak- 
Write today. 
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Southern Folder & Index Co. 


P, O. Box 1232, El Dorado, Ark. 


manufacturing standard and 
special filing requirements 





Samples Furnished 





FORM FOLDERS — Printed Your Copy 
“In Stock" — Attorney Folders — Report Covers 
Funeral Folders — Ledger Folders 


Inquiries ‘Answered Promptly 





For More Information Circle No. 330 





For Your Annual 


pe cel ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


for 
Gp Ae Best Results 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More Information Circle No. 331 
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GENUINE ENGRAVED 


FREE Stegenaenos 
DIES ano PROOFS $ 


‘rene: BUSINESS CARDS MANUSCRIPT 


COVERS 
GUR LETTERHEAD TO THIS AD... ECU 
IL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 





SINESS ANNOUNCEMENTS 500 ONLY $28 
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‘It’s CLEAN, QUICK 
and EASY with 


Duplisette <>. 


(caRrBON cory) 


READY-MADE 


SECOND-SHEET 


and 


CARBON SETS 


FOR ALL TYPEWRITTEN 
CARBON COPIES 


Prove it to yourself with this free offer:— 
Duplisettes give you fast, clean carbon copies 
—NO more smudged fingers, NO more dirty 
Jetters, NO more collating, NO more fussing 
with loose carbons! Size 8% x 11 in white, 
canary, pink, biue and green. 


Send for FREE SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 


CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, N. Y. - WOrth 6-1454 
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RITE-LINE copyruoiper 


# TAKES COPY UP TO 20° 
© PROMOTES ACCURACY «HOLDS NOTEBOOK 
@ INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORATION 


t : N. W Ww Tate biol: mm he wame @) 





@ SAVES EYESTRAIN 


For More Information Circle No. 244 


The “COMMANDO”’ 


Open View 
Model 400-S 


FIREPROOF & BURGLARPROOF 
BLUEPRINT & PLAN FILING CABINET 
Every drawer a fireproof safe. Keeps Classified 
valuable blueprints and plans SAFE. 

In 2, 3, 4 and 5-drawer sections. Holds any sheet up 
to 42” x 31”. Electric welded for strength. Each 
drawer protected by 15¢” insulation. Outside case 
has 154” approved insulation. Thumb latch on each 


drawer. Unit protected by 4-pt. locking device. Yale 


key lock standard equipment. Finish: Green or Gray 
smooth Hammerloid. 5-drawer Unit is 4634” wide, 34” 
high, 3844” deep, outside. Max. inside drawer size: 
42/2” wide, 2” high, 31/2” deep. Pat. App. For. Has 


| Class C 1-Hour Label of North American Safe Manufac- 


turers Assn. Furnace tested for 1 hour at 1700° F. 
for your protection. 


MIDWESTERN MFG. CORPORATION 
INDIANAPOLIS 4, INDIANA 
Safety Is Our Business 
For More Information Circle No. 245 


= To let you kwow! 


ae) 
J} 


supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 


a ek a 


C4 128 


ap 
F 


(P 


G2-25-15 
e>) 
Oo e 


f CL2IL. 
emanate 











ca PROMPT AND EFFICIENT SERVICE GUARANTEED 


Send for our illustrated Catalogue POST FREE 


! 

| TYPEWRITER SUNDRIES CO. LTD. 

| Head Office: 30 NEW BRIDGE STREET, LONDON, E.CA4 
For More Information Circle No. 248 





Studies Friden Methods 


Reginald Rumwell, former Pacific 
coast division manager for Commercial 
Controls Corp., was appointed by Friden 
Calculating Machine Co. to 
product and market analyst. 
CCC merged last year. Mr. Rumwell’s 
first assignment, according to L. B. 
Taylor, vice president, will be to study 
application of Friden products to its own 
accounting 


serve 
Friden and 


as 


systems: order writing, in- 
voicing, service billing and other phases 
of Friden accounting the 
improvement through use of automatic 
data processing equipment produced by 
the firm. Commercial Controls sales and 
service functions in Oakland and San 
were integrated with Friden 
the two 


with view of 


Francisco 
offices in cities. 


Buffalo Wins Clary Award 


The Buffalo sales branch of Clary 
Corp. has added the company’s 1956 
President’s Cup to its award collection. 
Hugh L. Clary, president, presented the 
annual trophy for outstanding perfor- 
mance among branches. Joseph Laskow- 
ski, manager of the branch, accepted the 
award for the Buffalo staff. Robert T. 
Pratt, eastern regional manager, also par- 
ticipated in the ceremonies. Five shares 
of Clary stock were presented to branch 
members, 


Hugh L, Clary (center), president, Clary 

Corp., presenting the 1956 President's Cup to 

Joseph Laskowski (right), manager, and Harry 

Kjeldsen, service manager, of Clary's Buffalo 
branch. 
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MANY FIRMS 
SHRED AFTER 
MICROFILMING 


Add filing space by 
destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine .. . shreds papers into 
unreadable !/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


A 
eo 
= 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 
Sina Vidlern Lompany. 


| 103 MILL ST, ° SALEM, OHIO 
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Xerography for Oscillography 
market 
machines 


manufacture and 
oscillograph 
Industrial 


A license to 
xerographic was 
Instrumentation 
Div., Texas Instruments Inc., under pat 
ents and rights owned by Haloid Co. and 
Century Electronics & Instruments, Inc., 

Wilson, 
Manhart, 
Oscillography is 


issued to 


it was announced by Joseph C. 
Haloid and T. A. 


president of Century. 


president 


the trace recording system used in many 


fields including cardiograph work, seis- 


mie exploration, vibration testing and 


stress, strain, heat and 
The instrument 
the xerographie process. 


the recording of 


other variables. utilizes 


Accounting Machine Managers 
Monroe Caleulating Machine’ Co. 

Robert F. accounting ma 

manager in 


named Lusk 


chine sales Chicago, accord 
ing to the company’s vice president of 
marketing, W. K. Clifford. Mr. Lusk, 


an accounting machine executive in his 


company’s sales headquarters in Orange, 
Ns: es 
chine sales manager appointed in Mon 
nationwide 


is the first branch accounting ma- 


roe’s program to establish a 


accounting machine sales organization. 


With 
cialized in 


Monroe for 19 years, he has spe 
accounting machine 
Other 
sales managers are H. C, 
town New 
les; G. A. 
W. Davis, 


systems 
accounting machine 
Hellerer, down 
York; H. B. Cage, Los Ange 
Gustafson, San Francisco; R. 
Long Beach, Calif. 


and sales. 


Brand Name Retailer of 1956 


Standard 
La., was selected top 
the office 


category 


Printing Co., Alexandria, 


award winner in 
equipment and _ stationery 
Names Foun 


received Certificates 


stores by 3rand 


dation. Four stores 
of Distinction: George Stuart, Inc., Or 
lando, Fla.; Zae Smith Stationery Co., 
Ala,; C. Loth, 
Waldner Co., 


Ine., Cinein 
Mineola, 


sirmingham, 
nati; and D. 


le 





A PEDIGREED BRAND .... Conforms to Federal Specifications 


on, tr 
* Guaranteed by @ 
Good Housekeeping 
Z 
40; 


, my 
45 anvenristo HE 


PROMPT DELIVERY 


OUTSTRETCH — OUTLAST — OUTSELL ALL OTHERS 
Plymouth Rubber Company, Inc., Canton, Mass. 
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Ditto Sales Winners 


J. J. Johnston Jr., 
man for Ditto, Ine., named their 
1956 Systems Salesman of the Year. Re- 
gional winners in the annual 
tion, as announced by L. A. Watkins, 
vice president, sales, were: Gordon Bar 
rick, Canadian Systems Salesman of the 
Year; Francis Witt, central 
and John Page, eastern 


Los Angeles sales 


was 


competi- 


division; 
division. 


McBee Promotion Director 


Royal McBee Corp. announced the ap 
pointment of Arthur A. F. Aschauer as 
director of promotion for data 
ing equipment. He will be located at 
Royal McBee general headquarters in 
Port Chester, N. Y. <A. T. Craft, vice 
president in charge of data processing 
sales, said Mr. Aschauer replaced John 
L. Mayer Jr., who was promoted to man- 
ager of the depart- 
ment. 


process- 


product planning 


Ticketograph Sales in Chicago 
Ticketograph Sales Div., Commercial 
Controls Corp., Rochester, N. Y., has 
moved to Chicago where it will have its 
offices in Commercial’s Mather Coupon 
Ticket Div., according to James A. 
Trainor, vice president and general man- 
ager. The move coordinates the activities 
of these related Friden 
Ticketograph, manufactured by Com- 
mercial Controls, subsidiary of Friden 
Caleulating Machine Co., is a pay and 
production machine used largely by the 
manufacturers of wearing apparel. Per- 
sonnel involved in the move include 
William H. Parkin, manager of the 
Ticketograph Div. and Herbert W. Fitch, 
assistant 


divisions. The 


manager. 


J. A, L. Moller 


Preceded by an illness of numerous 
weeks, J. A. L. Moller, passed away on 
Feb. 17. ‘‘Monty’’ Moller, 73, 
neer textile man who effectively served 
the needs of America’s inked ribbon 
manufacturers. 


was a pio- 


Tue Orrice—April, 1957 





SAVE TIME AND MONEY 


use 


MEMO SETS 


CROMWELL'S CARBON INTERLEAVED 
FORMS SPEED CORRESPONDENCE. 
Write for our NEW 24-page CATALOG. 
Illustrates all types of business forms. 
CROMWELL PRINTERY 
Rotary Dept. |, Albany |, N. Y. 


For More Information Circle No. 322 

















NO MORE MESSY BLACK INK!} 
Z | 


INKLESS 
MIMEOGRAPHING 


coming your way soon with 


DIAGRAPHY 


STENCIL DUPLICATING 
COMPOUND 


ding Product of 


THE PRINT- O- MATIC betcha 


4 Ww WASH 


For Mere Information Circle No. 323 
COCOCOHSSOESSHOHESEOOLOOEES 
> One of the leading French distribu- 
e tors of office machines and systems 
@ equipment with showrooms in “the 
: loop” of Paris, ten branches in the 
@ main cities of France, an outstanding 
® team of expert salesmen, and _ first 
2 class bank references, is looking for 
e exclusive sales in France and French 
® Overseas Union of bookkeeping, bill- 
e ing and calculating machines, Write 
e to Box F4, Office Publications Co., 
@ 232 Madison Ave., N. Y. 16, N. Y. 
eeeeeeeeeoeeeeeeeeeeeeeeeee 


O° 
Te Fe ris ROTARY 


FILES 
THE WORLD'S 


Hos 150 ee available 
St Be 
ne» wlll Fom 5,000 to 
OF MOTORIZED & 
MANUAL FILING 
EQUIPMENT. 


,000 cards 
Cards come is omit 
fortably seat ~ 
FERRIS BUSINESS EQUIPMENT 
45 Seymour St., Stratford, Conn 





m 


me unit 
different conte afaveral 
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TRY THIS 


MODERN WOOD BLOCK 
STAMP PAD! ...... 


renee SAMPLES] Qladly sent to interested Dealers! 


218 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


Wood Biock is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 


Ink dries instantly on paper 
yet never dries in the pad! 
Pad surface is always flat and 
firm does not collect lint! 


Ink cannot gush up between 
the type causing a biurred 
impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 
with ordinary pad! 
Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


L. A. PHILLIPS, President 


S = == 


Treewartse woe steamer 
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Turkish State Agency 
Buys Office Equipment 


HALDUN KURT 


Assistant Counselor of Organization. 
State Supply Office, Ankara, Turkey 


S A RESULT of the extension and 
diversification of government func- 
tions, modernized by the various re- 
formations launched by Ataturk in 
Turkey which is the largest and strongest 
country in the Middle East, it has been 
necessary to reorganize our purchasing 
methods to keep pace with this progress. 
The supply of materials is, after the 
matter of personnel to carry out these 
services, of most importance. We re- 
quire methods which are sound, accurate 
and fast. 
At first 
stationery 


our agency supplied only 
articles. The idea of one 
agency directly supplying the require- 
ments of all government departments 
and institutions began experimentally 
with the Ataturk reformations and de- 
veloped into the establishment of the 
State Supply Office in 1954. The de- 
velopment of this office and the act 
under which it operates followed an 
examination of similar agencies in the 
United States and some advanced 
European countries. In this discussion 
between various ministries, as_ well 
as in preparation of supporting legis- 
lation here, Talat Kizilviranlioglu, who 
is director of our office and who spent 
most of his career as a banker, played 
a very important part. Our office has 
a capital of 100 million Turkish Pounds 
(approximately $35,000,000) which be- 
longs to the government, and we have 


| the flexibility and authority of a private 


enterprise. We purchase materials and 
equipment, and supply, at wholesale, 
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PHOTO COPIES 


automatically 
in seconds! 


NEW 
PORTABLE 


EXACT-FAX by Genco 


 BRITE-LITE OPERATION works In any office 
light, either fluorescent or incandescent. 


~ DURABLE STAINLESS STEEL 
CONSTRUCTION 


™ MAKES MULTIPLE COPIES ONLY 4c EACH 





~ COPIES ONE OR TWO SIDED ORIGINALS 
 REPRODUCES FROM ALL COLORS 

e Coples are 9/2” x any Complete ‘a 
length e Larger units start a 
available e No washing, 

fixing, drying 3 145. 

e MADE IN U.S.A. 

e LIFETIME SERVICE GUARANTEE 

| Dealers & Distributors Wanted | 
General Photo Products Co., Inc. 
General Photo Bldg., Chatham, N. J. 














For More Information Circle No. 271 


——TYPEWRITERS—— 


L_ MAKES — MODELS 
INCLUDING WIDE C2 WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 


Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 


Also ask about our ADDOMETER, 
and subtracting machine that retails yA 
and pays you ~J to 52% profit. 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 


301 W. Monroe St., Chicago 6, Ill. 


ad 
sh 98 











|} mame. 




















PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
This improves personnel relations. 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washingt ' , 


For More Information Circle No. 273 





THE BEST 


Every Office needs them 
Alert Dealers SELL them 


_Jreconite 








Chechwriter 


-No 





Shak Wekre; 


IMPANY, INC. - ROCHESTER 20, 


40 MT. HOPE AVENUE 





For More Information Circle No. 272 
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Substantially Reduces 


NOISE 
of Keyboard Graphoty pes 





SOUNTROL Noise Reducing Hoods, the re- 
sult of many years' research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise’ Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 








For More Information Circle No. 233 


J.A.HEINRICH 


DANKERS 
HAMBURG tt 


GERMANY (Western Zone)establ.1905 


PARTS 


PLATENS 
hele] 
ACCESSORIES 


sie) ame || Movant -M ashe leislial-s> 


For More Information Circle No. 234 
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SHEET 
PROTECTORS 
For 2- and 3-Ring 

Binders 


*METAL 
EYELETS 


— an exclu- 
sive Amfile 
feature 


o Ye son 00€8 COMPANY” 
yf My 


wereve y/o 





They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter-size 
papers. 

A one-inch 
ring binder holds up to 25 protectors, Made 
of heavy gauge, non-inflammable acetate. Size 
11 x 84". Packed 25 to a box, 

If your dealer doesn't have them in stock, 

send us his name and we'll see that you are 

supplied promptly. Write for circular. 
AMBERG FILE & INDEX CO. 


Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


For More Information Circle No. 235 








Time Saver For Small Business 


DIANA 


CASH REGISTER 


Ruled paper 
roll, on which 
entries are 
recorded, 
spaces auto- 
matically 
pulling 
hand 
lever — Cash 
Drawer opens 
and warning 
bell rings. 
Ideal for all types of business doing over-the-counter 
sales, Sales or payments on account recorded quickly and 
accurately. Sales figures can be kept by commodities or 
departments and are classified at time of entry. All 
records and figures available at end of day for checking. 
6 popular models. 
Dealers—write for details. 


INDIANA CASH DRAWER CO. 
Shelbyville, Ind. 


For More Information Circle No. 236 
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the requirements of government depart- 
ments, government banks, and govern- 
ment industrial and commercial enter- 
prises. We import and distribute the 
products, and sell them at uniform, 
prices everywhere in Turkey. The prod 
ucts which we purchase include paper 
and articles made of paper, stationery 
and office supplies, office machines and 
equipment (excluding communication 
equipment), office furniture, lighting 
and heating equipment (excluding fixed 
installations), cleaning equipment, and 
motor vehicles and bicycles (used in our 
servicing the other departments). We 
also supply printed other 
printing operations, and many other ser- 
vices and articles which are not included 
which the Council of Min- 
isters decides shall be carried out by our 
office. We import all of our require- 
printing 
lighting 


forms and 


above but 


ments except stationery and 


papers, office furniture, and 


heating equipment. 

Another function of our office under 
the existing law is to standardize con- 
sumer goods, and the maintenance and 
repair of same. Since the reeent Act for 
Promotion of Foreign Capital, our office 
is active in standardization, making use 
of foreign and domestie technical knowl- 
edge and experience in order to benefit 
our country by reducing the expenditure 
of foreign exchange. Through foreign 
World Recon- 
struction Bank and in conjunction with 
private enterprise, our office has estab- 
lished a large factory to manufacture 
steel office furniture and equipment in 
Istanbul. We cooperate with an 
important American firm for the manu- 
facture of typewriters and calculators. 

We that manufac- 
turers and exporters should know about 
the Turkish State Supply Office and con- 
tact us on matters of mutual advantage. 


exchange eredits of the 


also 


believe American 


SYMBOL OF THE WORLD'S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 


HORDER’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, Ill. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 309 
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a guide to businessmen, 


office executives and 


purchasing agents 





IVAN OTN ie): 
BUSINESS 


FORMS 


How to Design and Use the 
Tremendous Number of 
Forms Constructions 
Available Today 




















MANUAL OF 
BUSINESS FORMS 


8LOSVE 


THE ONLY OBJECTIVE WORK ON 
THE SUBJECT. For the first time, all 
the tremendous number of available 
forms constructions are described in a 
manner which allows the reader to 
select the best type for a_ particular 
business system. Time studies of forms 
processing operations are reduced to 
efficiency factor figures in easy-to-read 
charts which pinpoint the basic advan- 
tages and disadvantages of each type of 
construction. In addition, there are 
chapters on carbon paper, tags, envel- 
opes and paper. Other chapters thor- 
oughly cover duplicated forms, checks, 
pegboard forms, autographic registers, 
stock forms, manifold books, and many 
others. The Manual includes many 
pages of informative advertising, pro- 
viding a wide range of sources for the 
reader to use in selecting forms manu- 
facturers and suppliers. 


OFFICE PUBLICATIONS CO. 
232 Madison Ave, N. Y. 16 


THe Orrice—April, 1957 





National Conference 
a Exhibit Calendar 


National Microfilm Assn., Sheraton Hotel, 
Rochester, N. Y., April 1-3. 


U. S. World Trade Fair, Coliseum, New 
York, April 14-27. 


American Society for Personnel Admin- 
istration, Richmond, Va., April 


99_9 4 


National Assn. of Educational Buyers, 
Sheraton-Gibson Hotel, Cincinnati, 
May 1-3. 


National Assn. of Miami 


Beach, Fla., May 


Credit Men, 
12-16. 


Los 


National Office Management Assn. 
Angeles, May 13-16. 


American Institute of Industrial Engi- 
neers, Statler Hotel, New York, May 
16-17. 


New York Stationery Show, New Yorker 
Hotel, New York, May 19-24. 


Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, May 20-22. 


National Society for Business Budgeting 
-almer House, Chicago, May 23-24. 


Institute of Internal Auditors, Ambassa- 
dor Hotel, Los Angeles, May 26-29. 

National Office Machine Dealers Assn., 
Penn-Sheraton Hotel, Pittsburgh, June 
30-July 3. 

National Assn. 
Sheraton-Park 
D.C., June 23-27. 


of Cost Accountants, 
Hotel, Washington, 


National 
Conrad 


26-28. 


Machine Accountants Assn., 


Hilton Hotel, Chicago, June 


National Secretaries Assn., Sheraton- 
Jefferson Hotel, St. Louis, July 17-20. 


American Statistical Assn., Ambassador 
Hotel, Atlantic City, N. J., Sept. 10-13. 
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National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2. 


National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oct. 6-9. 

Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 


National Assn. of Bank Auditors & Con- 
trollers, Atlanta Hotel, At- 
lanta, Oct. 7-10. 


3iltmore 


American Institute of Accountants, 
Roosevelt Hotel, New Orleans, Oct. 26- 
31. 


National Business Show, Coliseum, New 
York, Oct. 28-Nov. 1. 


National Business Forms Associates, 
Hollywood Beach Hotel, Hollywood 
3each, Fla., Nov. 9-14. 


Most Important Business Show Ever! 


The 1956 National Business Show went way beyond 
anything ever held before: * Most Important in 
number of exhibits * Most Important in attendance 
* Most Important in enthusiasm. 
...and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 


All the industry exhibits— All management attends 
OCT. 28th THROUGH NOV. Ist, 1957 
New York Coliseum, Columbus Circle, New York 


Rudolph Lang, Managing Director 
33 West 42 Street, N. Y. 36,N. Y. . Pennsylvania 6-6760 
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‘ADVERTISERS > 





Acco Products 

Acme Visible Records, Inc. 
Addo-X, Inc. 

Allen & Co. 

Allen Business Machines, Inc., R. C. 
Alvin & Co. 

Amberg File & Index Co. 
American Lithofold Corp 
American Numbering Machine Co. 
American Register Co. 

American Stencil Mfg. Co 

Ames Supply Co. 

Ampto, Inc. 

Apsco Products, Inc. 

Atlas Stencil Files Corp. 
Automatic Electric Sales Corp. 


Baltimore Business Forms Co. 
Bankers Box Co 

Basten, Peter 

Bienfang Products Corp 
Bohn Duplicator Corp 
Bonnar-Vawter, Inc. 
Bookkeeping Machines, Inc 
Box F4 

Bruning Co., Charles 

Bud Type Cleaner Co. 
Burroughs Corp. 


Can-Pro Corp. 

Carteret Printing Co 
Carter's Ink Co 

Cashere Corp. 

Catskill Craftsmen, Inc. 
Cel-U-Dex Corp. 

Clary Corp. 

CMG Industries 

Codo Mfg. Corp. 

Cole Stee] Equipment Co 
Collamatic Corp. 
Columbia Ribbon & Carbon Mfg. Co. 
Copease Corp. 
Copy-Craft, Inc. 
Cotterman, |. D. 
Cromwell Printery, Inc 
Cross Co., A. 

Cummins- Chicago Corp. 


Dankers, J. A. Heinrich 
Datamatic Corp. 

Davidson Corp. 
DeJur-Amsco Corp. 
DeLuxe Metal a Co. 
Dennison Mfg. 

Dewberry Engraving Co 
Dick Co., A. B. 
dwell Corp. 

Diebold, Inc. 

Dieh!, GmbH, Rechenmachinenfabrik 210 
Ditto, Inc. .. : Inner Back Cover 
Dreusicke & Co.. K. G., Wilhelm 201 
Duplicate Forms Co. 176 
Dupli-Typer Co. 189 


Outer Back Cover 
3 


Eagle Pencil Co. 

Eastern Corp. 

Eastman Kodak Co. 

Elbe File & Binder Co. 

English Numbering Machines, Ltd. 
Eraser Co. 

Estey Corp. 
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Eureka Specialty Printing Co. 
E-Z Sort Systems, Ltd 


Faber-Castel| Pencil Co., 
Facit, Inc. 

Felt & Tarrant Mfg. Co 
Ferris Business Equipment 
Fletcher Paper Co 
Force & Co., Wm. A. 

Friden Calculating Machine Co 


A. W 


Gates Acoustinet Co 

Gavrin Press, Inc., Arthur J. 

General Photo Products Co 
German-American Trade Promotion Office 
Gitbert Paper Co. 

Graff Co., George B. 

Graphic Systems 

Groveton Papers Co 


Hal!-Welter Co 
Haloid Co. 

Hamilton Paper Co. 
Hammermill Paper Co 


Harris-Seybold Co. . Facing 146, 


Hunt Pen Se.. C. Howard 
Hush-A-Phone Corp. 


Ideas, Inc. 

Indiana Cash Drawer Co. 
Industrial Shredder & Cutter Co 
Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc. 


Jardin Associates, Inc. 
Jones Box Co., Jesse 


Kenro Graphics, Inc 


Lagomarsino—FAI 

Lansdale Products Corp 
Lassco Products, Inc 

Lee Products Co. 

Letterex Corp. 

Litho Engineering & Research 
Lithoplate, Inc. 


Management Control Charts Co. 
Manpower, Inc. 

Marchant Calculators, Inc, 
Mark, Van D 

McBee Co. 

Mead Corp 

Meilink Steel Safe Co 
Metalcraft, Inc. 

Michael Lith, Inc 

Midwest Rotary Maniforms 
Midwestern Mfg. Corp 
Milwaukee Metal Furniture Co. 
Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. 
Modern Business Forms Mfg. Co. 
Monroe Calculating Machine Co 
Moore Business Forms, Inc. 
Moore, Inc., 


30, 31, 35, 83, 
l 


National Business Show 
National Cash Register Co. 
Neenah Paper Co. 
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Nippo Machine Industry Co., Ltd. .. 
Norta Distributing Co. .......... 


Office Publications Co. 

Old Town Corp. . 

Olivetti Corp. of America 

Outlook Envelope Co. 

Ozalid Div., General Aniline & Film Corp. 


Palson Mfg, Co. 

Paterson Parchment Paper Co. 
Phillips Process Co. 

Pioneer Toledo Corp. 
Pitney-Bowes, Inc. 

Plastic Binding Corp. . 
Plymouth Rubber Co. 
Polychrome Corp. 

Port Huron Sulphite & Paper Co. 
Precision Mfg. 

Print-O-Matic Co. 


Rapid Roller Co. 

Regna Cash Registers, Inc. 

Reliable Typewriter & Adding Machine Co. 
Remington Rand Division 

Rite-Line Corp. 

Roberts Rubber Co., Weldon 
Roll-O-Graphic Corp. 

Royal Typewriter Co, 


Saunders Mfg. Co. 
Schlegel Mfg. Co. 
Shaw-Walker Co. 


Don’t drop 
that screw! / 


a 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


| 


‘apneuenenuueeens? 
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Shredmaster Corp. 

Signal Office angen 
Smead Mfg. 

Smith, Inc. Charles C. 
Smith- Corona, Inc. 

Southern Folder & Index Co. 
Staplex Co. 

Stolper Steel Products Corp. 
Swift Business Machines Corp. 


Tab Products Co. 

Temp-Rex Corp. 

Thomas Collators, Inc. 
Tiffany Stand Co. 

Todd Co, 

Transface Process Co. 
Typewriter Sundries Co., Ltd. 


Vari-Typer Corp. 
Veeder-Root, Inc. 

Venus Pen & Pencil Corp. 
Victor Adding Machine Co. 
Vogel-Peterson Co. 


Wassell Organization, Inc. 
Wausau Paper Mills Co. 
Weston Co., Byron 

Wheelock Signals, Inc. 
Wiedeman & Co. .. 

Worden Co. .. 

Work- Organizer Specialties Co, 


York Safe & Lock 


VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle. Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
index in the last copy (June and December); 
two files hold an entire year's issues. Files are 


| reusable and unconditionally guaranteed or 


your money back. Postpaid in U.S. 
| File (for six months’ issues) $2.50 
2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 
JESSE JONES BOX CORPORATION 
P. O. Box 5120, Philadelphia 41, Pa. 





As We See It... 


While walking back to work the other day with 
the assistant treasurer of a large manufacturing 
company after a conference on office methods, he 
made the remark that the only meetings on office 
work he cares to attend any more are where only two 
topics are discussed. These are electronics and 
work Simplification. Since his firm employs over 
1100 office workers, his rather sweeping state- 
ment is significant. 


He has a point in that the more widespread 
electronic applications become, the greater need 
there will be for work simplification programs in 
all areas affected by these new systems. From the 
successful application of computers to paperwork, 
new and different office problems will emerge. 
Such has always been the history of progress. 


In this respect, we can speculate that there 
will be more paperwork with which to contend in the 
future, rather than less. Despite all the advan- 
tages of improved memory storage with random 
access, there will arise greater demand for more 
figures, more reports, more information, more 
actual pieces of paper to handle and for the office 
manager to control. 


The computer cannot be fully utilized by the 
problems for which it was originally rented or pur- 
chased. As the company develops increased famil- 
iarity with the machine's flexibility and differ- 
ent departments become aware of its available time, 
the demands on its capacity will grow, The result- 
ing avalanche of paper should provide a field day 
for work simplification experts. 
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DITTO Systema “KNOW-HOW” 


Pus eH We REET 


DITTO ACKNOWLEDGED DITTO SPECIALIZED SYSTEMS 


DITTO NATIONWIDE 
SUPPLIES LEADERSHIP DUPLICATING EQUIPMENT 


FORMS PRINTING SERVICE 


CUTS YOUR COSTS 4 ways! 


DITTO 


§ ngs you the ¢ 
ment 
yordinatec 

nting techr 


With DITTO 
Jed w 


neg ind bene 


Get the full story 


) ating NM 5 your classified directory 


DITTO, Inc., 6868 N. McCormick Rd., Chicago 45, Ill. 
DITTO of Canada Ltd., Toronto, Ontario 








20 easier with the Dictaphone Time-Master 


Cc 


Busy days 


The dictating machine with the Dictabelt record 


You comn 
ter with t 


unicate easier, faster and bet- 
1e Dictaphone TIME-MASTER 
dictating machine 


) 
I 


Dictaphone’s crystal-clear DICTABELT wn 
records visibly, so you can’t lose your 
place .. . permanently, so dictation can’t Med 
be erased. DICTABELTS are flexible, The Dictabelt record—main reason why the Dictaphone 


. : Time-Master far outsells all other dictating machines 
feather-light, mailable, economical. 


Calla Dictaphone office for free TIME- ay Pi ] 
MASTER trial. Or write Dictaphone, Dept. DIC co ONE 
I, 420 Lexington Ave., N.Y. 17, N.Y pieces cont 


Service you can depend on the world around 


In Canada, write Dictaphone Corp. Ltd., 204 Eglinton Ave. East, Toronto . . . in England, Dictaphone Company Ltd., 17-19 
Stratford Place, London W.1. Dictaphone, Time-Master and Dictabelt are registered trade-marks of Dictaphone Corp 





